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This schedule applies tepartment of Social and Health Services

Scope of records retention schedule

This records retention schedusuthorizes the destruction/transfer dahe public records othe Department of Social and Health Services relatingrtaviding
social services and resources to improve the health of individuals, families, and communities in the State of WashinggtbedUhas to be used in conjunction
with the State GovernmentGeneralRecords Retention Schedu®GGRRSwhich authorizes the destruction/transfer gbublic records common to all state
agencies.

Disposition of public records

Public records coverelly records series within this records retention schedule (regardless of format) must be retained for the minimum reteribdnape
specified in this schedule. Washington State Archives strongly recommends the disposition afgeobtis at the end of their minimum retention period for the
efficient and effective management of state resources.

PublO NBO2NR&a RSaA3aylr SR I & mustNddberatrojed. RecSdsddsignatgdib VS K Bly il A @ ly IIENdstbd appraisedS |j d
by the Washington State Archives before disposition. Public records must not be destroyed if they are subject to ongasagably anticipated litigatiorsuch
publicrecords¥dza it oS YIF Yyl 3SR Ay | 002 NRt pfddciuras fofildgal oS Publig i8o6rdnst not b2 deistiOyedifithey are subject
to an existing public reeds request in accordance witthapter 42.56 RCWSuch public recordsdza & 6S YIF ylF 3SR Ay | O02NRI yOS
proceduredor public records requests.

Revocation of previously issued records retention schedules
All previousy issued records retention schedules to thepartment of Social and Health Serviaes revokedTheDepartment of Social and Health Servinasst
ensure that the retention and disposition of public records is in accordance with current, approved records retentioneschedul

Authority
This records retention schedule was approved byStateRecords Committee in accordance with RCW 4050B%n Decaenber 7, 2022

Signature on File Signature on File Signature on File Signature on File
For the State Auditor: For the Attorney General: For the Office of Financial Managemen TheState Archivist:
Al Rose Suzanne Becker Gwen Stamey Heather Hirotaka
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REVISION HISTORY

Version Date of Approval Extent ofRevision
10 June 62012 Consolidation of all existindjsposition authorities (with some minor revisioms)ating to thefunctions and
' activitiesof the Department of Social and Health Services
; & ¥ . 1 i & ', . & | i3 .
11 September 5, 2012 Mln_or c_hanges to Background ChéclS y u N § N y’7\_u > . SKFE@AZ2NXt | SFEtOK |
Institutions, and Operations Review and Consultation sections.
1.2 Septemberl8, 2013 Minor changes to administration and office names, movement of sections within chapters.
1.3 December 4, 2013 | Add confidentiality statement to description; discontintiegee record series.
1.4 June 4, 2014 aAy2N G8LB23INILIKAOIE OKFy3ISaT adomadlydialt OKIy3aSa
15 March 12, 2015 Title and descriptiochanges; changes to caff on BCCU series.
16 September2, 2015 Minor changes to the Residential Care Services, Juvenile Rehabilitation and Legacy. sections
Significant revision to SCC advocacy recordspmnthanges to the Behaviotdkalth Administration and the
1.7 June29, 2016 e . )
Rehabilitation Administration.
18 September 7. 2016 Minor revisions the Background Check Central Unit section and discontinued records series now covered by
' P ’ updatedState Government General Records Retention Schedule
1.9 March 1 2017 Minor revisions to the Residential Care Services section.
1.10 December 6, 2017 | Minor office name changawo series revised antivo series discontinued.
111 June 6, 2018 wSY20Ft 2F / KA RanNnESgc@liservicRsYayyhani System sectibys and minor revisions to the
' (effective July 1, 2018), Offices, Background Check Central @nil Behavioral Health Administration sections
1.12 August 1, 2018 Minor revisions to the Home and Community Services section
1.13 October3, 2018 Minor revisions to the Residential Care Services section.
114 February 6, 2019 Minor revisiongo the Aging and Disability ServicgBehavioral Health Administration; DSHS Institutions; and

Legacy Records sections
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Version Date of Approval Extent ofRevision
: Minor revisiorsto the AgencyWide ¢ BackgroundCheckCentral Unit; Economic Services Administratioeeneral,
1.15 April 3, 2019 :
andLegacy Records sect®n
20 June 5, 2019 Removal of Juvenile Rehabilitation ab@ @ S NjiEmildHstice AdvisoBommitteesections and minor
' (effective July 1, 2019) revisions to theDevelopmental Disabilities Administratiamd DSHS Institutions sections.
2.1 June 3, 2020 Two new serieaddedto Home and Community Services and minor revision to Residential Care Services ser
Three series discontinued and® new series addedetention changes in Language Testing and Certification at
29 June2. 2021 Western State Hospital sectigmainor revisions to the Ageneyide ¢ Background Check Central Unit, Adult
' ’ Protective Services, Officd Financial Recovery, Economic Services Administration, Language Testing and
Certification and Western State Hospital sections
2.3 October6, 2021 Added new series to Agend¥ide ¢ All Officessection
2.4 February 22022 Added new series to DSHStitutions¢ Western State Hospitalection
2.5 June 1, 2022 Changed retention on one series
2.6 December 7, 2022 | Added new series to DSHS Institutiqn&/estern State Hospital section.

For assistance and advice in applying this records retestbadule,

please contacthe Department of Social and Health Servigescords Officer

or Washington State Archives at:

recordsmanagement@so0s.wa.gov

Page3 of 83


mailto:recordsmanagement@sos.wa.gov

WASHINGTON : , :
Secretary of State Department of Social and Health ServicBecords Retention Schedu

Washington State Archives

Version 2.§December2022)

TABLE OF CONTENTS

AGENGCVIDE ...ttt et e et oottt oo oottt e e e ettt e e et amaee e et e e e eeaa e e et et e e et eneeeeeeaa e eeeethaeeeeetn e eeeneeeeetanaeaeernaeaaeees 6
R NI I O = PP PPPPPRTP 6
1.2 BACKGROUND CHECKI®AN UNIT (BCQIUPFFICE L0B.......ccciiiiiiiiiieeeeiaiite e e e e ettt e e e aaaiss et e e e s s s e e e e e e s aanbese e e e e e e s ansnne e e e e e e e s annrenees 10
1.3 OFFICE OF FRAUD AIDOUNTABILITOFFICE 126........cccccccciiiiiiiieiiieeiee e ee et ettt et ea et e e e e aaaaaaaaaaaaassaasaaaaaa s s s nne s nbesbe s bensssnneeeeeeeees 19
1.4  HUMAN RESOURGESIFFICE T14Q.... . ettt e et e e e et ettt e et e e e e e e e e e e e e e e s e e st e e s s e e s e b e b e e b e e e ene e e e 20
1.5 LANGUAGE TESTING AHBRTIFICATIQMDFFICE 201..... ..ottt e et ettt e et e e et e e e aaaaaaaaaaaaaaasaasaaaaaa s e s s s e nnbesbnsbessssnneeeeeeeens 21
1.6 RULES AND POLICYISUSENCE UNGETOFFICE 381, ...ttt ettt ettt et e e e e e aa e e e e e e e e e s s s s e s s s e s s s s s e e e e e ee s s essen e e e et eeeeeeeeaeaeaaeeeaeeens 23
1.7 OFFICE OF FINANGREICOVERYOFFICE 240..... ..ottt ettt ettt ettt e e e e e e e e e e e e e e et 4 s e e s 4o e s s s b e b b e e e e nreeeeeeeeeeenes 24
AGING AND DISABILISERVICES. ... .ottt e e ettt e ettt e e et e aa e e et e ame et e e a e e e ee s e e e e e sa e eeeebmeeeesn e eeennn e eeennnns 25
2.1 BEHAVIORAL HEALTHADSTRATIONOFFICE 702Z..... .. uuiuuiiiieiieiieeeeeeeeeeettette et aa e e e e e e e e e e e s s aa s s s s s s s s ss e e e re s s ee s sesseeeeeeeeeeeeeeaaaeaaeaaeeeens 25
2.2 DEVELOPMENTAL DISABES ADMINISTRAYEIDFFICE 710......ci ittt ettt et e e e et e e e e e e e aaaaeaaaaeesaasaaaaaannnnnes 28
2.3 HOME AND COMMUNITHRY ICESOFFICE G605 ... it ettt ettt e et e e e e e e e e e e e et s e e s s e s e e e e s s s e nn e e e e e e e e e neeees 33
2.4 RESIDENTIAL CARB/BEIRE OFFICE 431L......cooiiiiiiiiiiiii ittt ettt ettt ettt e e et e e e e e e e e aae e e e e e e e s aa s s e an b n b b nnb bbb e s b sessee s e e e e e e e eeeeeens 35
25 ADULT PROTECTIVE/BEIRG OFFICE QOB.........uuuiiuiiiiiiiiiiiieeeeeeiieeti ettt e e ta e e e e e et aa e e s e s e s s s st s s s s aaa s s e s se e e e ee e et e e et e eeeteeeeaeeeaeeeeeensnnns? 41
DS SN 1IN ST I I L0 I I 1 N PP 42
R TRt I N A I I O8I PP PP PP PPPPPTRPP 42
3.2  WESTERN STATE HOBIRIDFFICE 763, ... ittt ettt ettt ettt e et e eaaaeaaaaaaaaaaaaaaassaaaaa s e e a e e s b b an b b e bbb b e e s e ee s e et e e e e e e et et e eeeeeaaeaaeeaeeeneeanns 50
3.3 CHILD STUDY AND TREEENT CENTERFFICE TBS.... ..ottt ettt et e et e e e e e e e e e e e e e e e e e e e e e s s e e s s e s s s e e e nnnnees 54
3.4 SPECIAL COMMITMENENTER OFFICE 7B9..... e ittt e e e e ettt ettt e et e e e e e e e e e e e e e e e e ee e e e s aaasaaa e nnnnnnn 56
3.5  RAINIER SCHOQQDFFICE 81A4..... .. ettt ettt ettt ettt ettt ettt e e e e e e e e e e e e e e eeaeeeeeeaesaaa s e s anbabbbebnbbbbebbessreeee s 60
3.6 STATE OPERATED IGVANTERNATIVE (SQLAIFFICE 819.......eeeiiiiiiiitiiiie oottt e e e e et e e e e e s e e e e e e e e snnnneeeeeeannns 62

Paged of 83



WASHINGTON : , :
\ Secretary of State Department of Social and Health ServicBecords Retention Schedu

Version 2.§December2022)

Washington State Archives

4. ECONOMIC SERVICESIMNDSTRATION . ... ittt ettt et e e e e e e e e et e e e e e ee st e e e e s me e e st e e ee s e e e e nsn e e e e e s smeenn e e e ennnnas 64
O 1 AN L TP PR PPPPPPPP 64
4.2  DIVISION OF CHILOPBORT OFFICE 260.......ccciiiiiiiiiiiiieiiiiiie ittt e e e e s s s s e e e e e s s sssnnn e e s e s s s ssnnnnneeeessssnnnnnneeesssnns ] 67
4.3 DIVISION OF DISABY_DETERMINATIONNAERE OFFICE 510.........uuiiiiiiiiiiii i 68
5. REHABILITATION SEEBE. ... .ottt e ettt ettt e e ettt ot ettt e et e et e et ees e e et e e s me e e s st e et e e a e et e e s e e e e e s me e e s eeeeesaeeeeesanseeeesnameees 70
5.1 DIVISION OF VOCATADNREHABILITATIQRFFICE 950...... ..ottt 70
6. LEGACY RECORDS.... .ottt iei ettt me e ettt e oot e ettt e e s e ame e e e R o4 oo e 4o e e e e e et oo e ems st oo e e et e e e e e e e e e e e e e em s e e e e e e ennnnnanns 71
L0 15307 Y o PO PPPRRPUPPRIN 73
INDEXES. ... ettt e et oottt ottt s oo ettt e e e et e oo etttk ome et e e ettt e et et a oo ettt Aot e AR e oot e Aa e e e et e h e e ettt a e e f e e e et ha e e e e e eh e e e enta e aanneeaees 75

Page5 of 83



WASHINGTON
Secretary of State

Washington State Archives

Department of Social and Health ServicBecords Retention Schedu

Version 2.§December2022)

1. AGENCWIDE

This section covers recorflsr agencywide userelatingto services provided by the Department of Social and Health Services

1.1 ALL OFFICES

This section covers recorsmmon across the agency.

DISPOSITION

RETENTION AND

1. AGENCWIDE

AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
83-05-31847 | Base Updates Retainfor 6 years afterend NONARCHIVAL
Rev.5 Provides documentation used to determine staff time spent on federal and state of fiscal year ESSENTIAL
. .. . (for Disaster Recovery
programs. Basis of claiming reimbursement from federal government for costs under| then OPR
cost allocation plan. Destroy.
This includes such things as:
A Random Moment Time samples documents that Identifies activities claimable
federal funding sourcefResult of the random moment time sguing of social
service workers;
A Documentation of the receipt of federal fundscludes grant applications,
budget, contracts, correspondenceydits and final project reports;
A Group care annual time study.
Note:Series contains confidential information.
Page6 of 83
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1.1  ALL OFFICES

This section covers recorsmmon across the agency.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DEE(T)ETITTS\T :C'\'T'?ON DESIGNATION
NUMBER (DAN]
21-10-69644 | Non-HIPAA Client Meeting Recordings Retainfor 2 weeks after NONARCHIVAL
Rev0 | Records documenting videoconference meetings between DSHS staff atiRaA information transcribed / NONESSENTIAL
clients. transferred into client files OPR
Incluces, butis not limited to: and verified
1 Recordings of meetings taking place using videoconferencing software intord then
accommodate clients under the Americans with Disabilities Act (ADA). Destroy.
Exclude#HIPAA client recording®vered byHIPAA PrivadpocumentatioDAN 03L1-
60608).
Note: Series may contain confidential information.
Note: Retention based on twweek periodhat clients have to request copies of recordings.
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1.1  ALL OFFICES
This section covers recorsmmon across the agency.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS RETENTION AND DESIGNATION

NUMBER (DAN]

DISPOSITION ACTION

03-11-60608 | HIPAAPrivacyDocumentation Retainfor 6 years afterdate NONARCHIVAL
Rev.2 Any communications, actions, activities, assessments, or designations requitesi by | Of creation, final response, o ESSENTIAL
Health Insurance Portability and Accountability AJRMA Administrative Regulations (4| date last in effect, whichever (" D'sa(s)tle:,rsecovery
CFR 16Q 164) to be in writing or documented including: is later
A Exercise of client rights relating to protected health information , including then
requests for amendment, accounting of disclosures, restrictions on use and | Destroy.
disclosuregconfidential communications
A Forms adopted for compliance with rule, including Notice of Privacy Practices
Acknowledgments
A Completed forms, including consents and authorizations
A Procedures and policies
A Designated record sets
A Privacy complaints andispositions, including transactions referred by HHS Off
for Civil Rights
A Training materials and documentatipn
A Breaches of unsecured protected health information, including notifications
Note:Access to client records is covered by the State Ge3ehnablule 5.4 Public Disclosure.
Note:Series contains confidential information.
92-12-51531 | PostMortem Review Committee Files Retainfor 6 years afterend NONARCHIVAL
Rev.1l Established by DSHS Administrative Policy 9.03 to review deaths of residential client| Of calenda year NONESSENTIAL
Includesreports to the Secretary and recommendations for corrective action. then OFM
Note: Used by all DSHS institutions. Destroy.
Note:Series contains confidential information.
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1.1  ALL OFFICES
This section covers recorsmmon across the agency.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DEE(T)E'I\'TTSI\';‘ :C'\'T'?ON DESIGNATION
NUMBER (DAN]
06-06-61215 | Victim/ Witness Notification Files Retainfor 75 years after last| NONARCHIVAL
Rev.l These records include victim and witness notification letters, notifications from DSHS| discharge of offender o ElifteErNRzop\‘ll‘;
facilities and correspond@e from victims and witnesses. then OPR Y
Note: These files maglsocontain offender case information such as commitment, diagnos{ Destroy.
treatment records, and school informatiofhevictim/witness file may follow the offender
throughout their commitment to DSHS facilities.
Note:Series contains confidential information.
97-10-58167 | Voter Registration Retainfor 2 years afterend NONARCHIVAL
Rev.0 Provides a record of the offer of voter registration assistance to clients and other visif °f month ESSENTIAL
to the office then (for Disaster Recovery
) OFM
Destroy.




WASHINGTON
Secretary of State

Washington State Archives

Department of Social and Health ServicBecords Retention Schedu
Version 2.§December2022)

1.2 BACKGROUND CHECK CENTRAL UNIT ¢E@fd)106

This section covers records relatinghe background check services provided by the Background Check Cent(BIQ@Qiit).

DISPOSITION RETENTION AND

AUTHORITY DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION

NUMBERDAN)
10-04-62157 | Background Check Authorization Forms and Results for Employed Individuals Retainfor 6 years after NONARCHIVAL
Rev4 (Originating DSHS Office) termination date ESSENTIAL
. . . (for Disaster Recovery
Signed and completed Backgrou@tieck Authorization FormBecord of Arrest and then OPR
Prosecution (RP sheets, supplemental information provided by the applicanther Destroy.

Background Check Central Unit (BC&id) the background check results. These recorg
for those hired must be stored togeth@ a secure location separate from personnel fil¢
and other less confidential documents.
Documents may include the person's:

Nameand alias names;

Date of birth;

Driver's license number;

Social Security number;

Gonfidentialcriminal background informatiog may include public information
such as state findings of abuse, neglect, and exploitation of vulnerable peopl€
Note:Used byDSHS Hiring Entity requestimgckground check.
Note: Seriegontains confidential information.

T>o T T To I




WASHINGTON
Secretary of State

Washington State Archives

Department of Social and Health ServicBecords Retention Schedu

Version 2.§December2022)

1.2 BACKGROUND CHECK CENTRAL UNIT ¢E@fd)106

This section covers records relatinghe background check services provided by the Background Check Cent(BIQ@Qiit).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DEE(T)E\ITTS\T :C'\'T'?ON DESIGNATION
NUMBERDAN)
10-04-62156 | Background Check Authorization Forms and Results for Individuals Not Employed Retainfor 6 years after NONARCHIVAL
Rev.3 (Originating DSHS Office) decision date NONESSENTIAL
Signed and completed Background Check Authorization fdRexsord ofArrest and then OPR
Prosecution (RARheets, supplemental information provided by the applicant or Destroy.
Background Check Central Urihd theBCCUesults for individuals who had a
background check completed but were NOT hired, must be stored together in a secu
location.
Documents may include the person's:
A Nameand alias names;
A Date of birth;
A Driver's license number:
A social ®curity number;
A onfidential criminal background informatiormay includepublic information
such as state findings of abuse, neglect, and exploitation of vulnerable peopl€
Note:Used byDSHS Hiring Entity requestimgckground check.
Note:Series contains confidential information.



WASHINGTON : , :
Secretary of State Department of Social and Health ServicBecords Retention Schedu

Version 2.§December2022)

Washington State Archives

1.2 BACKGROUND CHECK CENTRAL UNIT ¢E@fd)106

This section covers records relatinghe background check services provided by the Background Check Cent(BIQ@Qiit).

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION

NUMBERDAN)
10-04-62158 | Background Check Authorization Forms and Results for Initial and Renewal of Liceny Retainfor 6 years after NONARCHIVAL
Rev4 Contract, Certification, and Authorization of Unsupervised Access for SeRrimaders termination of license, ESSENTIAL
(Originating DSHS Office) contract, certification, or (for D'Sagg FF:eCOVGW
Signed and completed Background Check Authorization F&etsyrd of Arrest and authorization
Prosecution (RARheets, supplemental information provided by the applicant or then

Background Check Central Unit (BC&d)the BCCU resalfar applicantsand potential Destroy.
and current service providers who completed BBbackground check for any purpose
must be stored together in a secure location

Documents maynclude the person's:

Name;

Date of birth;

Alias names;

Driver's license number;

Social ®curity number;

Gonfidential nonpublic FBI background information.

Note:Used byDSHS Hiring Entity requestingckground check.

Note: Series contains confidentiaformation.

geegeeeg
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1.2 BACKGROUND CHECK CENTRAL UNIT ¢E@fd)106

This section covers records relatinghe background check services provided by the Background Check Cent(BIQ@Qiit).

DISPOSITION
RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DISPOSITION ACTION DESIGNATION

NUMBERDAN)
10-04-62163 | BCCU Background Check Person of Interest (POI)HileRecords of Negative Action | Retainfor 10 years after NONARCHIVAL
Rev.5 Records documenting background checks conducted by BCCU on individual persong completion oflast (or ElifteErNRzop\‘ll‘;
interest (POI), where the background cheekults contaimo records of negative action | backgrounccheck opr Y
as defined in applicable program rules and requiremengsséh of interest (POI) fide then

includerecords received bBCCU in the process of conducting a background aveaky Destroy.
individual for whom DSHS receives a background check request

May include, buts not limited to:

w Entity records of the submitted background check stored in the Background G
System(BCS)

Authorizations submitted througBCS

Federal Bureau of Investigation (FBI) Record of Arrest and Prosecution (RAP
sheets (norpublic information);

w Washington State Patrol (WSP) RAP sheets;

w Supplemental information or disclosures provided by the applicant;

w Other supporting information necsaryto process a background check.

Other supporting information may include: DSHS finding notification; information fron
Department of Corrections, Department of Health, and/or Office of Administrator of th
Courts;out-of-state and federal court reeds; data captured biBCSelatingto the POI
file; BCCU result letters, correspondence and records requests; and AAG equivalenc
analysis. Documents contain personal identifying informasioch aspplicanf? name,
date of birth, aliases, driver's license number, &dial Security number. Confidential
document destruction is required by the EBI

Note:Used specifically by Office 106 Background Check Central Unit (BCCU).
Note: Series contains confidentiadormation.

w
w
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1.2 BACKGROUND CHECK CENTRAL UNIT ¢E@fd)106

This section covers records relatinghe background check services provided by the Background Check Cent(BIQ@Qiit).

DISPOSITION
AUTHORITY
NUMBERDAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

18-07-69248
Rev.l

BCCU Background Check Person of Interest (POIRéth Records of Negative Action

Records documenting background checks conducted by BCCU on individual persong
interest (POI), where the background cheekults contairrecords of negative action as
defined in applicable program rules and requirementx.sBn of interest (POI) fige
includerecords received bBCCU in the process of conducting a background aveaky
individual for whom DSHS receives a background check request

May include, butsnot limited to:

w Entity records of the submitted background check stored in the Background G
System(BCS)

Authorizations submitted througBCS

Federal Bureau of Investigation (FBI) Record of Arrest and Prosecution (RAP
sheets (nonpublic information);

w Supplemental information or discloges provided by the applicant;

w Other supporting information necessaiy process a background check.

Other suppating information may includeDSHS finding notification; information from th
Departmeant of Corrections, Department of Health, and/or Office of Administrator of th
Courts;out-of-state and federal court records; data capturedB@Selatingto the POI
file; BCCU result letters, correspondence and records requests; and AAG equivalenc
analysis. Documents contain personal identifying information including appf&aamme,
date of birth, aliases, driver's license number, &dial Security number. Confidential
document destuction is required by the FBI.

Note:Used specifically by Offieé®6 Background Check Central Unit (BCCU).
Note: Series contains confidential information.

w
w

Retainfor 20 years after
completion oflast
backgroundcheck

then
Destroy.

NONARCHIVAL
ESSENTIAL

(for Disaster Recovery

OPR

1. AGENCWIDE
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1.2 BACKGROUND CHECK CENTRAL UNIT ¢E@fd)106

This section covers records relatinghe background check services provided by the Background Check Cent(BIQ@Qiit).

DISPOSITION
AUTHORITY
NUMBERDAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

10-04-62160
Rev4

Closed Case National Crime Information Center (NCIC Ill) Background Checks (for
IndividualsContracted, Hired, Licensed, Certified, or Authorized) (Originating DSHS
Office)

"Closed Case" means a case that is complete after hire, contract, license, certificatio
authorization of an individual and NCIC Il information was accessed and reviewed.

Includes, but is not limited to:

A Non-public criminal history
A Arrestsandcharges
A Convictions from other states and WA State.

Note: This series applies onlyth@ data compiled from National Crime Information Center
(NCIC 1ll) database for background checks for any purpose. This record series applies O
individuals who are contracted, hired, licensed, certified, or authorized, and the NCIC Il ¢
used igemoved in accordance to the protocols of the Washington State Patrol. Complete
applications and other background check data from the FBI are covered under fDAN 10
62157, DAN 1:04-62156, or DAN :04-62158, DAN 104-62163 and/or DAN 04-62159 as
appropriate.

Note: Series contains confidential information.

Retainuntil no longer
needed for agency business

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OFM

1. AGENCWIDE
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1.2 BACKGROUND CHECK CENTRAL UNIT ¢E@fd)106

This section covers records relatinghe background check services provided by the Background Check Cent(BIQ@Qiit).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DEE(T)I;TITTSI\IJ\] :C'\'T'?ON DESIGNATION
NUMBERDAN)
10-04-62159 | Federal Bureau of Investigation (FBI) Redr#iceived for any Purpose (Originating DSH Retainfor 6 years after NONARCHIVAL
Rev3 Office) receipt of FBI information NONESSENTIAL
Federal Bureau of Investigation (FBI) Records of Arrest and ProsecutiorsiiRét®)and then OPR
supplemental information about FBI data provided by the applicant, FBI, or BCCU, a1 pestroy;
BCCU results containing FBI information must not be shared or disseminated for any|
reason outside of DSHS.
Includes, but is not limited to:
A Nonpublic crimnal history, fingerprint cards;
A Arrests and charges;
A Convictions from other states and WA State.
Note:Used by office originating background cheeRl records must be storéda secure
location and may NOT be stored off site, in a desk file, or in a personr@obfifedential
document destruction is required by the .FBiredding of FBI information is done on site or
with DSHS staff officially witnesg shredding off site.
Note:Series contains confidential information.
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1.2 BACKGROUND CHECK CENTRAL UNIT ¢E@fd)106

This section covers records relatinghe background check services provided by the Background Check Cent(BIQ@Qiit).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DEE(T)ETITTSI\IJ\] :C'\'T'?ON DESIGNATION
NUMBERDAN)
10-04-62161 | Open Case National Crime Information Center (NCI®#tkground Checks (for Retainfor 1 year after NONARCHIVAL
Rev.3 Individuals Not Contracted, Hired, Licensed, Certified, or Authorized) (Originating DS| receipt ofNational Crime NONESSENTIAL
Office) Information Center (NCIC IlI OFM
"Open Case" means a case that remains open to dispute for one year after denial of | information
contract, license, certification or authorizati and NCIC |l information was accessed al then
reviewed. Destroy.
Includes, but is not limited to:
A Non-public criminal history
A Arrestsandcharges
A Convictions fom otherstates and WA State.
Note: This series is applicable to all agency headquarters and field staff licensing, contrac
certifying and authorizing service providers and those hiring/appointing authorities condu
NCIC Il checks for individuals NOTreated, hired, licensed, certified, or authorized by the
agency.
Note: Confidential document destruction is required by the Eiedding of NCIC I
information is carried out on site or with DSHS staff officially witness shredding off site.
Note: Seriezontains confidential information.
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1.2 BACKGROUND CHECK CENTRAL UNIT ¢E@fd)106

This section covers records relatinghe background check services provided by the Background Check Cent(BIQ@Qiit).

DISPOSITION
AUTHORITY
NUMBERDAN)

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

16-09-68993
Rev.3

Unsubmitted Background Che&equests

Background check requests created and savedreguesting entity in the Background
Check System (Bt neversubmitted to BCCU for processing

Contains personalligentifying information, such as

Name andaliases

Date of birth;

5NRABSNRAE tAOSyasS ydzyo SN

Social Securitgumber,

Confidential background information disclosed by the applicant

May also includdackground check requesbtescreatedand savedn BCDy the
reguestingentity.

Note: Used b¥pSHS Hiring Entity requestingckground check.

Note: Series contains confidential information.

geegee

Retainfor 5 years after date
of last activity

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OFM

1. AGENCWIDE

Pagel8of 83
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1.3 OFFICE OF FRAUD ANIICOUNTABILITYOffice 126
This section covers records relating-raud Early Detection investigations, criminal investigations, vendor investigations, EBT fraud, public g
fraud, and childcare investigations conducted by the Office of Frauderalintability
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DEE(T)';'I\'TTIL?,\'I\' :C'\'T'?ON DESIGNATION
NUMBER (DAN]
75-08-13752 | Investigative Case Files Retainfor 6 years after last NONARCHIVAL
Rev.2 Provides documentation of investigations of possible frall@gations of employee action taken (or gifteErNRIcloA\\/le_r
criminal activity, and illegal practices by vendors. then OPR Y
Note: Series contains confidential information Destroy.
04-09-60779 | WSP ldentification Section Information Transmittal Retainuntil no longer NONARCHIVAL
Rev.1l Transmits criminal history information from the Washington State Patrol. needed for agency business NONE??/'ENT'AL
Note: There are strict statutory restrictions on dissemination of this matéted 15 U.S.C. then
1681 et seq Destroy.
Note: Series contains confidential information.



WASHINGTON
Secretary of State

Washington State Archives

Department of Social and Health ServicBecords Retention Schedu

Version 2.§December2022)

14 HUMAN RESOURGCEGSHfice 40
This section covers records relatingpaysonnel information managed by DSH8nan Resources.
I,DAIS'I;SS;ITOYN DESCRIPTION OF RECORDS DEE(T)ETITTSI\IJ\] AAC'\'T'?ON DESIGNATION
NUMBER (DAN]
00-09-59884 | Washington State Patrol (WSP) Investigations, Disciplinary Action Taken Retainfor 6 years after final | NONARCHIVAL
Rev.2 Records thatlocument employee investigations for alleged criminal misconduct deem| report received NONEIS:;ENT'AL

gross misdemeanor or felony or major administrative investigation conducted by the | then
Washington State Patrol (WSP) or local law enforcement agewbiee disciplinary Destroy.
action is taken.
Note: This ipursuant to the Governor's Executive Ordef26and the WSP/DSHS Interagen
Agreement.
Note: Series contains confidential information.

06-10-61321 | Washington State Patrol (WSP) Investigatiomép Disciplinary Action Taken Retainfor 5 years after final | NONARCHIVAL

Rev.1 Records thatlocument employee investigations falleged criminal misconduct deemed| feportreceived NONEIS:;ENT'AL

gross misdemeanor or felony or major administrative investigation conducted by the | then
Washington State Patrol (WSP) or local law enforcement agewbie® disciplinary Destroy:.
action is not taken.
Note: This is pursuant to the Governor's Executive Ord€19%nd the WSP/DSHS Interagen
Agreement.
Note:Series contains confidential information.
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1.5 LANGUAGE TESTING AND CERTIFICAD@¢¢ 201

This section covers records relatind-.tmguage Testing and Certification

DISPOSITION

NCl\leTB:gR():DTAYN} DESCRIPTION OF RECORDS DIEIE(T)I;’I\ITTLSI\T,EETI o DESIGNATION
04-06-60715 | Language Testing CertificatioRecords Retainfor 6 yearsafter test NONARCHIVAL
Rev.2 Records relating to the process of issuing language certificatiomstéopreters, date for tests not leading to ¢ NONESSENTIAL
translators, and bilingual staff credential credential OPR
Includes, buis not limited to: expiration date
w Candidate name and contact information then
w Test dates and scorgs Destroy.
w Certificate issue date / expiration date
w Renewal requirementdocumentation
w Tracking of certification submissions dgte, approval number, type of credit.
Note:Information is maintained electronicaily LTC Gateway arkleMaker Pro databases
Paper documentation may be included in this series as necessary.
99-06-59126 | Language TestingRecords Retainfor 4 years after test NONARCHIVAL
Rev.3 Records related to administering and grading tests for language certification. graded NONEZ\SAENT'AL
Includes, but isot limited to: then
1 Digital recordings of oral tests Destroy.
1 Oral test grading sheets
1 Written test scan sheets
1 Written document translator test papers
9 Bilingual employee test papers.
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1.5 LANGUAGE TESTING AND CERTIFICAD@¢¢ 201

This section covers records relatind-.tmguage Testing and Certification

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIE(T)I;’I\IT-II—L;)I\T,EBTI i DESIGNATION
NUMBER (DAN]
21-06-69631 | Revocation of Language Testing and Certification (LTC) Issued Credentials Retainfor 10 years after final NONARCHIVAL
Rev. 0 Records relating to the revocation of Langudgsting and Certification (LTC) Credentia| decision NONE‘?:;ENT'AL
Includes, but is not limited to: then
1 Revocation requests; Destroy.
1 Documentation relatedo Office of Administrative Hearinggppeals involving LTC
1 Relatedcorrespondenckcommunications.
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Washington State Archives

1.6 RULES AND POLICY ASSISTANCE OffIEE 351

This section covers records relatspecifically to the Rules and Policy Assistance Unit.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIE(T)I;’I\IT-II—SDI\'I\] AAC'\'T'?ON DESIGNATION
NUMBER (DAN]

79-08-23063 | Rule Making Files Retainfor 75 years after datge  ~ ARCHIVAL
Rev.5 Documents agency rule making (WAC) as described in RCW 34.05.370 (Administrati filed with code eviser or (Appraisal Required
Procedures Act). date withdrawn ESSENTIAL
(for DisasterRecovery)
Includes, but is not limited to: then OPR
A Text of proposed rule with documentation of aggninternal review and Transferto Washington State
comment: Archives for appraisal and

Mailroom distribution record: selective retention.

Public rule hearing sigin sheets (showing names and addresses of persons
attending or making testimony);

Summary of public rule hearing; written comments received relating to the
proposed rule with DSHS response;

Original Rule Making Order showing adoptidate and record of filing with the
Code Reviser (assigent of WAC Register number).

Note:Files are arranged numerically by the WAC Administrative Order number also know
the Rule Making Docket number.

o 3o Do 3w
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1.7  OFFICE OF FINANCIAL RECQyMEfRiRe 240

This section covers records relating to Office 240 Office of Financial Recovery

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEIE(T)I;’I\IT-II—Q\II\] AAC'\'T'?ON DESIGNATION
NUMBERDAN)
71-06-01637 | Securities and Other Negotiable Instruments Retainuntil debt claim NONARCHIVAL
Rev.1 Stocks, bonds, or other negotiable that provides security for payment of debts due D{ resolved ESSENTIAL
. . . . (for Disaster Recovery
Negotiables are submitted by the party responsible for an account and held until the | then OPR
account is paid then they are returned to the responsible party. Returnto responsible party.
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2. AGING AND DISABILITY SERVICES

This section covers records relatitagaging and developmental disability services provided by the Department.

2.1 BEHAVIORAL HEALABIMINISTRATIONOffice 702

This section covers records relating to chemical dependency and mental health recorddebiaieral Healtdministration

DISPOSITION

NSnleB:ngg:Nj DESCRIPTION OF RECORDS DIEE;E'I\'TTI'OONN :é\'T'?ON DESIGNATION
06-01-61063 | Compliance Files Retainfor 7 years afteend NONARCHIVAL
Rev.2 Records documentingpmpliance with various state and federal laWiese files suppor{ of month NON%SPSRENT'AL
federal audits as well as any litigation. then
Includes, but is not limited to: Destroy.
w Incidents and complaints, correctiaetion plans
w Prior and current law suits, service provider processes
w Audits and audit findings, and denied claims.
Note: Series contains confidential information.
09-11-62153 | Continuing Education Uts (CEU) Training Documentation Retainfor 10 years after end] NONARCHIVAL
Rev.0 Records documenting theehavioral trainingconducted by DSHS employees and/or | ©f month NON%SPSRENT'AL
private sector trainers provided toarticipantsto gain Continuing Edudan Units (CEU) | then
in orderto acquire or maintain a professional license or certification to provide Destroy.
counselingThese records are retained to document that an attending CEU patrticipa
earned their license or certification.
Note: If training is conducted through a college, the college is required to maintain the
completion or certification files.
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2.1 BEHAVIORAL HEALABIMINISTRATIONOffice 702
This section covers records relating to chemical dependency and mental health recorddebiaieral Healtdministration
I,DAIS'TSS:;ITOYN DESCRIPTION OF RECORDS Dlzggi'l\g gNN :(':\'T'?ON DESIGNATION
NUMBER (DAN]
92-10-51388 | Nursing Facility Resident Mental Health Assessments Retainfor 7 years after end NONARCHIVAL
Rev4 Records documenting resident mental health assessm&esiew required by federal | Of calendaryear NON%SPSRENT'AL
Omnibus ReconciliatioAct of 19877{OBRA PASSAR Assessment) then
Includes, but is not limited to: Destroy.
A Level Il psychiatric evaluations;
A Level Il followup or significant change evaluation summary information;
A Level Il invalidatiostatements, including intetpted evaluation documentation
A Copies of supporting documentation from the medical record.
Note: This series is used also by Office 710 Division of Developmental Disabilities.
Note:Series contains confidential information.
07-04-61456 | Offender Reentry Community Safety (ORCS) Program Files Retainfor 8 years after one NONARCHIVAL
Rev.3 | Records documenting case management and programsefwices for Offender Reentry Ye€ar (12 months) of no ESSENTIAL
Community Safety (ORCS) Program clients. services provided (for D'sag;rsecovery)
Includes, but is not limited to: then
A Agreements with local mental health centers and regional support networks;| DeStroy.
A Unfunded medical expenses and chemical dependency treatment;
A Housing and employment services.
Note: RCW 7-24.470 governs this statewig@ogram providing mental health case
management services to individuals who have been identified as dangerous to themsel
others including individuals who are developmentally disabled and/or may not be able tg
for themselves without protective arell-coordinated community care.
Note: Series contains confidential information.
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2.1 BEHAVIORAL HEALABIMINISTRATIO&Office 702

This section covers records relating to chemical dependency and mental health recorddebiaieral Healtdministration

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEQ;TITTI gNN :(':\'T'?ON DESIGNATION
NUMBER (DAN]
19-02-69346 | Office of Forensic Mental Health Services (OFMHS) OutpatienBaaieéd Evaluation Retainfor 35years afteffinal NONARCHIVAL
Rev.1 Screening entry ESSENTIAL
OFMHS records regardingtpatient jail-based screening information regarding medicq then (for Dlsa(s)tEI;rRRecovery)

discovery, and evaluations. Includes evaluator notes, reports, and orders, medical | pestroy,
information, courts orders, police reports, charging documents, crintiisabry, and
developmental disability records.

2. AGING AND
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2.2 DEVELOPMENTAL DISABILAESINISTRATIONOffice 710

This section covers records relating to the Developme&isalbilitiesAdministration(DDA).

DISPOSITION

NCl\leTB:gR():DTAYN} DESCRIPTION OF RECORDS Dlgggi'l\g gNN /@'T'?ON DESIGNATION
80-08-25417 | Developmental Disabilities (DD) Alternate Living Files (AL) Retainfor 7 years after end NONARCHIVAL
Rev.2 Records documenting instructional services for DD clients living in their own hbibes| Of fiscal year NONE;\SAENT'AL
contracts with independentontractors to offer these service€lients may recee&vup to | then
40 AL hours per month. Destroy.
Includesbut is not limited to:
A Agreements, service plans
A Money managment andessential shopping
A Accessing community resources
Note:Series contains confidential information.
07-08-61584 | Developmental Disabilitts Client CasEiles (Discharge or Death Retainfor 50 years after NONARCHIVAL
Rev.2 Records documenting clients placed in case sertishave been discharged from | date of discharge from ESSENTIAL
servicesor records documenting clients placed in case services that have died servicesor death of client (for D'sagggecovem
Includes but is not limited to: then
A Legal documents; Destroy.
A Intake records
A Transitory records.
Note:May also include abbreviated records for clients in Residential Habilitation Centerg
Note: Series contains confidential information.
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2.2 DEVELOPMENTAL DISABILAESINISTRATIONOffice 710
This section covers records relating to the Developme&isalbilitiesAdministration(DDA).
I,DAIS'TSS:R:ITOYN DESCRIPTION OF RECORDS Dlgggi'l\g gNN :(':\'T'?ON DESIGNATION
NUMBER (DAN]
82-09-30300 | Developmental Disabilitie$DD)Client Case Files (Ineligible Wfithdrawn) Retainfor 6 years after date NONARCHIVAL
Rev.2 Provides documentation of client status for division services when client is ineligible| of document NONEIS:;ENT'AL
application isnvithdrawn. then
Note: Series contains confidential information. Destroy.
08-02-61732 | Developmental Disabilities (DOJommunity Protection Issues Incident Reports Retainfor 75 years after NONARCHIVAL
Rev.1 Provides documentation related to incidents resulting Developmental Disabilities | date of document ESSENTIAL
clientarrested for, charged with, or convicted o€ame of sexual violence as defined i then (for D'sag;rgecovem
chapter 9A.44 or 71.09 RCW, or violent or serious violent offenses as defined by RQ pestroy,
9.94A.030; or which prompted a risk assessment by a qualified professional that
concluded the individual constituted a risk to otker
Note:Series contains confidential information.
07-08-61585 | Developmental Disabilitie$DD)Companion Home€lient Files Retainfor 7 years after end NONARCHIVAL
Rev.1 Records of residential service clients living in a regular family residence approved by ©of fiscal year ESSENTIAL
Division of Developmental Disabilities (DDDIPD reimburses the provider for support | then (for D'sagi,rgecovem
services to incluel instruction and supervisioifhe client payghe provider directly for Destroy.
room and board costsdm his/her personal resources.
Includes, but is not limited to:
A Quarterly reports
A Comprehensive assessment evaluation
A Fnancialdocuments.
Note: Series contains confidential information.
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Washington State Archives

2.2 DEVELOPMENTAL DISABILAISINISTRATIONOffice 710
This section covers records relating to the DevelopmeénsabilitiesAdministration(DDA).
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlggg@l\g gNN /@'T'?ON DESIGNATION
NUMBER (DAN]
89-04-44245 | Developmental Disabilities (DD) County Paynen Retainfor 6 years after end NONARCHIVAL
Rev.2 Provides recordssed to track client services delivered and outcomes in county DD | of fiscal year ESSENTIAL
(for Disaster Recovery)
programs then OPR
Note: Series contains confidential information. Destroy.
92-05-50377 | Developmental Disabilities (D¥ervice Provider Application (Incomplete) Retainfor 6 months after NONARCHIVAL
Rev.2 Applications fronpotential providers of services to DDD clients which are not comple date_ of i'ncomplete NONEFS:;ENT'AL
and no Basic Ordering Agreement is issued. application
Note: Series contains confidential information. then
Destroy.
80-08-25423 | Family SupportRespite Files Retainfor 7 years after end NONARCHIVAL
Rev.2 Provides a record ofiflision of Developmental DisabilitiesD) clients recéving family | of fiscal year ESSENTIAL
t then (for Disaster Recovery)
support. OFM
Includes, but is not limited to: Destroy.
A Pans, approvalsandquestionnaireqIndividual Services Plans
A Agreements, lanning worksheets, communituide referrals and reports;
A Service need assessments, determinations, and worksheets
A Serious needs requests and exception to policy and approvals.
Note: Series contains confidential information.
2. AGING AND
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2.2 DEVELOPMENTAL DISABILAESINISTRATIONOffice 710
This section covers records relating to the Developme&isalbilitiesAdministration(DDA).
I,DAIS'TSS:;ITOYN DESCRIPTION OF RECORDS Dlgggi'l\g gNN :(':\'T'?ON DESIGNATION
NUMBER (DAN]
03-06-60521 | Medicaid Home andCommunityBased Services Waiver (Title XIX) Retainfor 6 years after end NONARCHIVAL
Rev.l Provides records dledicaid home and communityased services waiver proposals ar Of fiscal year NON%SPSRENT'AL
amendments then
Includes, but is not limited to: Destroy.
A Reports (aggregatelata) of utilization and expelitures for waiver recipients;
A CSRSNIf O2NNBaLRYyRSYyOS | yR NBLRNI A&
community-based services waivers;
A ©opies of information (some cliersipecific) provided in response to public
disclosure reqasts concerning the waivers
A @LrSa 27 tlgadada oFyR NBEIFGSR YU
community-based waiver program.
Note:Series contains confidential information.
03-06-60522 | Medicaid Servicd<laim Documentation (Title XIX) Retainfor 6 years after end NONARCHIVAL
Rev.l Includes documentation of cliersipecific service delivery which backs up the claim for Of fiscal year NON%SPSRENT'AL
Medicaid funding as well aiscussion/issue papers and related material concerning then
Medicaid services for individuals with developmental disabilities. Destroy.
Note:Series contains confidential information.
92-01-49725 | Sex/Violent Offender Files Retainfor 75 years after NONARCHIVAL
Rev.3 The official client record that follows a sex/violent offender receiving DSHS services| release fronservices ESSENTIAL
throughout their commitment to HSHS facility. Includes commitment, diagnostic, then (for D'Sagggecovery)
health, and treatment records, and school files and transcripts, when applicable Destroy:.
Note: Series contains confidential information.
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2.2 DEVELOPMENTAL DISABILAESINISTRATIONOffice 710

This section covers records relating to the Developme&isalbilitiesAdministration(DDA).

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlzggi'l\g gNN :(':\'T'?ON DESIGNATION
NUMBER (DAN]

80-08-25422 | Voluntary Placement Program (VPP) Files Retainfor 7 years after end NONARCHIVAL

Rev.2 Maintains a record of out of home placement for children undey@ars of age placed | of fiscal year (or EE)ISS{EteErNRZJOA\‘Il‘; )
by the Division of Devepmental Disabilities. then OEM Y
Includes, but is not limited to:

Destroy.
A Pans of care and assessments

A Agreements, guardianship papers, and court forms.
Note: Series contains confidential information.

2. AGING AND
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2.3 HOME AND COMMUNIBERVICESOffice 915
This section covers records relating to Office 915 Home and Community Services of the Aging BachmSupportAdministration.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS Dlggg@l\g gNN :(':\'T'?ON DESIGNATION
NUMBER (DAN]
20-06-69541 | Fostering WehlBeing (FWB) Client Files Retainfor 6 years after final | NONARCHIVAL
Rev.0 Recordgelating toservice coordination and consultation records including applicationd @doption’Legally Free child f E_SStE'\FiT|AL
checklists or evaluation guides, home studies/reviews/monitoring, authorizing medicg @ges out of foster (for Disaster Recovery
documentation, and other documents and correspondence shared with the Departme Caré establishment of the OPR
Children, Family, and Youth. Guardianship
Note:Used to gpport similar Department of Children, Family, and Youth records. then
Note: Series contains confidential information. Destroy.
20-06-69542 | Fostering WeHlBeing (FWBJathering, Assessing, and Planning System (GAPS) File | Retainfor 100 years after NONARCHIVAL
Rev.0 Records documentingriginal child-specific referrals, comprehensive health overviews, | final adoptioriLegally Free f E_SStE'\F‘eﬂA'—
medical records, school records, confidential health consents, clinical chart notes, | child ages out of foster (for Disaster Recovery
correspondence. card establishment of the OPR
Note:Used to supporsimilar Departmentof Children, Family, and Youth records Guardianship
Note: Series contains confidential information. then
Note: Retention based on anticipated lifespan of the person and for consistency with Destroy.
NBGSyildAzy 2F GKS S5SLINLIYSY(d 2F / KAt RNF
Child, and Guardianship Child gdpport Case Files
2. AGING AND
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2.3 HOME AND COMMUNIBERVICE3Office 915

This section covers records relating to Office 915 Home and Community Services of the Aging BachmSupportAdministration.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEBET'TTI gNN /@'T'?ON DESIGNATION
NUMBER (DAN]
07-06-61525 | Registered Nurse Delegators (RND) CaitesF Retainfor 6 years after case| NONARCHIVAL
Rev. 1 Registered Nurse Delegators (RND) documentation to support billing, consent, crede closed NON%SPSRENT'AL
and training. then
Includes, but is not limited to: Destroy.

A Instruction task sheets, nursing visits, assessments;

A Medicationprofiles, "give as needed" instructions, treatment and medication
changes, rescinding/assumption instructions and forms;

A Case Managers referral and collateral contacts (i.e., Primary Care Physician,
or Case Manager).

Note: Series contains confideat information.

2. AGING AND
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2.4 RESIDENTIAARE SERVICHSffice 431
This section covers Residential Care Services records relating to the licensing and monitoring of Adult Family Horasist@HHYjdg Facilities (Al
Certified Community Residential Services and Support (CCRSS), Enhanced Services Factditméazfe, Gare Facility fomdividuals with Intellectu
Disabilities (ICF/IID), Skilled Nursing Facilities (SNF), and Residential Habilitation CenténdlReH) Western State Hospital complaint investiga

files.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DEE(T)E'I\'TTIQ\';‘ AAC'\'T'?ON DESIGNATION
NUMBERDAN)
06-01-61065 | Case Mix Accuracy Revid@MAR) Retainfor 6 years after end NONARCHIVAL
Rev. 1 Records documenting the review of Minimum Data Set accuracy as it redatéedicaid | Of calendar year NON%SPSE{ENT'AL
OFasS YAE/LIASYSTYE® aa& GKS RAFFSNBydG Geél then
requires and services are determined by the level of need scored in each case. Destroy.
Includes, but is not limite to:
w PreliminaryCMAReview summay sheets
w Resident reports Activities of Daily Living index score sheets;
w Resource Utilization GroufRUG)Vorksheets;
w Dear Provider letter (results);
w CMAR Report;
w RUG Category Summarjes
w CMAR Data
w CMAR protocolecords.
2. AGING AND
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2.4  RESIDENTIAIARE SERVIGHSffice 431

This section covers Residential Care Services records relating to the licensing and monitoring of Adult Family Horasist@HHYjdg Facilities (Al
Certified Community Residential Services and Support (CCRSS), Enhanced Services Factditméazfe, Gare Facility fomdividuals with Intellectu
Disabilities (ICF/IID), Skilled Nursing Facilities (SNF), and Residential Habilitation CenténdlReH) Western State Hospital complaint investiga

files.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DEE(T)ETITTEI\,J\] :é\'T?ON DESIGNATION
NUMBERDAN)
04-05-60665 | Residential Care Services Complaint Files Retainfor 6 years after end NONARCHIVAL
Rev5 Provides records of complaints with citations related to residential care setaideslude | Of calendar year for EifteErNRIcloA\\/le_r
Adult Family Homes (AFHssisted Living Facilities (AlE)hanced Service Facilities (EY then OPR Y
Certified Community Residential Services and Support (CCRS8®)ettizte Care Facility Destroy.
for Individuals withintellectual Disabilities (ICHD), Skilled Nursing Facilities (SNF) and
Residential Habilitation Center (RH@G)cludes Western State Hospital complaint
investigatiors.
Note:Series contains confidential information.
18-10-69311 | Residential Car&ervicesComplaint Investigation for Western State Hospital Licensing| Retainfor 10 years after NONARCHIVAL
Rev.0 and Business Files (Closed) completed RCS involvemen| NONESSENTIAL
Containdicensing and business files for Western State Hospital. then OPR
Includesput is not limited to: Destroy.
A Change in entity representative, resident manager, district/unit, and contacts;
A Change in administrator, contacts, and other information;
A Change in services, supports provider information, geographic area of service
administrator, ad certification type change or ending;
A Contracts, agreements, and background checks;
A Construction revievandapproval androom allocation/waivers/bed list
Note: Series contains confidential information.
2. AGING AND



WASHINGTON
Secretary of State

Washington State Archives

Department of Social and Health ServicBecords Retention Schedu

Version 2.§December2022)

2.4 RESIDENTIAARE SERVICHSffice 431
This section covers Residential Care Services records relating to the licensing and monitoring of Adult Family Horasist@HHYjdg Facilities (Al
Certified Community Residential Services and Support (CCRSS), Enhanced Services Factditméazfe, Gare Facility fomdividuals with Intellectu
Disabilities (ICF/IID), Skilled Nursing Facilities (SNF), and Residential Habilitation CenténdlReH) Western State Hospital complaint investiga

files.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DEE(T)ETITTS\,J\] AAC'\'T'?ON DESIGNATION
NUMBERDAN)
04-05-60683 | Residential Care Services Enforcemant Informal Dispute Resolution (IDRjles Retainfor 10 years after NONARCHIVAL
Rev. 4 Provides records of residential care servigemcludeAdult Family Homes (AFH)ssisted | facility closure for EifteErNRIcloA\\/le_r
Living Facilities (ALEnhanced Service Facilities (ESE}tified Community Residential then OPR Y
Services and Support (CCRSS), Intermediate Care Facllityivaduals withintellectual Destroy.
Disabilities (ICAD), SkilledNursing Facilities (SNF) and Residential Habilitation Center
(RHC) enforcement files.
Includes, but is not limited to:
A Letters of enfocement;
A DR letters to providers;
A Nurse Aid Training Program sanction letters.
181069312 | Residential Care Servicémforcemeni@and Informal Dispute Resolution (IDEjlesfor Retainfor 10 years after NONARCHIVAL
Rev.0 Western State Hospital completedRCS involvement|  ESSENTIAL
Provides records of residential caremplaint investigatiorservicedor Western State then (for D'sagggecovery
Hospitalenforcement files.Includes, but is not limited tietters of enforcement. Destroy.
2. AGING AND
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2.4 RESIDENTIAARE SERVICHSffice 431
This section covers Residential Care Services records relating to the licensing and monitoring of Adult Family Horasist@HHYjdg Facilities (Al
Certified Community Residential Services and Support (CCRSS), Enhanced Services Factditméazfe, Gare Facility fomdividuals with Intellectu
Disabilities (ICF/IID), Skilled Nursing Facilities (SNF), and Residential Habilitation CenténdlReH) Western State Hospital complaint investiga

files.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DlZE(T)E'I\'TTIg),\';‘ :é\'T?ON DESIGNATION
NUMBERDAN)
92-06-50692 | Residential Care Services FacilitiesensingCertification Application (Voided, Denied, | Retainfor 6 years afterend NONARCHIVAL
Rev.5 | Withdrawn) of calendar year ESSENTIAL
Contains all documentation related to the voided, denied, and withdrawn application{ then (for D'saglirsecovery
Licensure/Certification of Adult Family Homes (AFH), Assisted Living Facilities (ALF)| pestroy,
CertifiedCommunity Residential Services and Support (CCRSS), Intermediate Care R
for Individuals with Intellectual Disabilities (ICF/IID), Skilled Nursing Facilities (SNF),
Enhanced Services Facility (ESF), and Residential Habilitation Centers (RHC).
Note:Series contains confidential information.
2. AGING AND
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2.4 RESIDENTIAARE SERVICHSffice 431
This section covers Residential Care Services records relating to the licensing and monitoring of Adult Family Horasist@HHYjdg Facilities (Al
Certified Community Residential Services and Support (CCRSS), Enhanced Services Factditméazfe, Gare Facility fomdividuals with Intellectu
Disabilities (ICF/IID), Skilled Nursing Facilities (SNF), and Residential Habilitation CenténdlReH) Western State Hospital complaint investiga

files.
?S‘?SSQTOYN DESCRIPTION OF RECORDS RETENTION AND DESIGNATION
NUMBERDAN) DISPOSITION ACTION
92-06-50690 | Residential Car&ervices Facility Licensiagnd Business Files (Closed) Retainfor 10 years after NONARCHIVAL
Rev.5 | Containdicensing and business files for residential care facilities. facility closure NON%SPSE{ENT'AL
Includes but is not limited to: then

A Original application, copy of application check, correspondence, Disclosure of D€Stroy.
Services;

A Licenses and any documents that require issuance of that license, exemption
limits on a license, recertification of support program, CNS9;

A Change in entity representative, resident manager, district/unit, and contacts;

A Change in administrator, contacts, and other information;

A Change in services, supports provider information, geographic area of service
administrator, and certificatiotype change or ending;

A Annual fee check and liability insurance, surety bond:;

A Contracts, agreements, and background checks;

A Construction revievand approval androom allocation/waivers/bed list;

A Closure documentation:;

A Change of ownership documentation.

Note:Series contains confidential information.
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2.4 RESIDENTIAARE SERVICHSffice 431
This section covers Residential Care Services records relating to the licensing and monitoring of Adult Family Horasist@HHYjdg Facilities (Al
Certified Community Residential Services and Support (CCRSS), Enhanced Services Factditméazfe, Gare Facility fomdividuals with Intellectu
Disabilities (ICF/IID), Skilled Nursing Facilities (SNF), and Residential Habilitation CenténdlReH) Western State Hospital complaint investiga

files.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DlZE(T)E'I\'TTlg\'I\' AAC'\'T'?ON DESIGNATION
NUMBERDAN)
04-05-60677 | Residential Care Services Survey/Recertification File Retainfor 6 years after NONARCHIVAL
Rev. 4 Documentatiorpertaining to compliance of Federal and/or State guidelines for facility | recertification issued ESSENTIAL
\p . . . . . .. (for Disaster Recovery
recertification, inspection, and surveys of Adult Family Homes (AFH), Assisted Living] then OPR
Facilities (ALF), Certified Community Residential Services and Support (CCRSS), Destroy.
Intermediate Card-acility for Individuals with Intellectual Disabilities (ICF/IID), Skilled
Nursing Facilities (SNF), Enhanced Services Facility (ESF), anatiRiddatglitation
Centers (RHC
Note: Series contains confidential information.
04-05-60666 | Residential Care Services Working Paper Files Retainfor 6 years afterend NONARCHIVAL
Rev 6 Records related toecords obtained, created and/or used as referetw@rovide of calendar year ESSENTIAL
. . - peas . . (for Disaster Recovery
technical support to licensed and certified letegm care facilities/providerfn support of | then OFM
the conclusion of a complaint investigation, facility survey, inspection or recertificatiof Destroy.
enforcement, preoccupancy, or Information Dispute Resolution (IDiudes but is not
limited to Behavioral Health Support Team working papec\Western State Hospital
complaint investigatioa
Note:Series contains confidential information.
2. AGING AND
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2.5 ADULT PROTECTIVE SERVYIOHi8e 906

This section covers records relating to Office 909 Adult Prot&diwéces of the Aging and Lefigrm Support Administration.
DISPOSITION

RETENTION AND
AUTHORITY DESCRIPTION OF RECORDS DESIGNATION
NUMBER (DAN] DISPOSITION ACTION
09-11-62143 | Adult Protective Services Investigations Retainfor 35 years after last| NONARCHIVAL
Rev. 2 Records relating to Adult Protective Services investigations into allegations of abuse,| activity ESSENTIAL
. . L. (for Disaster Recovery
abandonment, neglect, seifeglect and financial exploitation of vulnerable adults (as then

OPR
defined by RCW 74.34.020) living in the community and in facilities.

Includes investigations where the findings are substantiated, unsubstantiated or
incondusive.

Note: Series contains confidential information.
Note: Retention based on business needs of Adult Protective Services.

Destroy.

2. AGING AND
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Washington State Archives

3. DSH3INSTITUTIONS

This section covers records relatitagthe institutions operated by the Departmeiwf Social and Health Services

3.1  ALL INSTITUTIONS

This section covers records common acald3SHS institutions

[Z\IS'?SS;ITOYN DESCRIPTION OF RECORDS Dlzgg';'l\'TTlg\'l\' AAC'\'T'?ON DESIGNATION
NUMBER (DAN
92-08-51207 | 24-Hour Nursing Reports Retainfor 3yearsafter end | NONARCHIVAL
Rev.l A change of shift communication tool summarizing entries in patient case records. Us ©Of calendar year NON(E;RSAENT'AL
Quiality Assurance Department to prepare restraint/seclusion reports. then
Note: Primarilyused by Office 763 Western State Hospital and Office 769 Special Commitn Destroy.
Center.
Note:Series contains confidential information.
83-03-31415 | Admission and Discharge Registers Retainfor 10years after ARCHIVAL
Rev3 Maintains a chronologic record of resident admissions, discharges, and transfers. completion of action report | (Appraisal Requireji
Note:Series contains confidential information. then (for Eiiigl\gclﬁ,:y
Transferto Washington OFM
State Archives for appraisa
and selective retention.
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3.1 ALL INSTITUTIONS
This section covers records common acatld3SHS institutions
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DEE(T)';'I\'TTIL?,\'I\' :C'\'T'?ON DESIGNATION
NUMBER (DAN
84-11-34723 | Controlled Drug Perpetual Inventofigecords Retainfor 6 yearsafter end NONARCHIVAL
Rev.0 | Provides a record afontrolled drug/substancewentories maintaind by the institution | of calendar year NON%SPSRENT'AL
pharmacy. then
Includes, but imot limited to: Destroy.
A Biennial inventory of controlled substances required by the Fedetaj D
Enforcement Administration;
A Other reports as necessary.
85-12-35762 | Daily Population Reports Retainfor 3 years after end N‘égg'éﬁ'ﬂl_'l\x_'-
Rev.2 Printout of daily changes of the clients at institutions, used to record the total changes of month (for Disaster Recovery
clients. then OFM
Note: Series contains confidential information. Destroy.
86-09-37496 | EmployeéVolunteerHealth Records Retainfor 30 years after NONARCHIVAL
Rev.3 Provides documentation about employee or volunteer immunization status and termination of NONEIS:;ENT'AL
epidemiology test results. employmentvolunteer
Includes but isnot limited to: then
A Results oftesting for HIV and Hepatitis B; Destroy.
A Exposue to biological agents per Chapter 2862 WAC
A Kinship Care.
Note: Series contains confidential information.
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3.1 ALL INSTITUTIONS
This section covers records common acald3SHS institutions
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS NSUENIIO AAND) DESIGNATION

NUMBER (DAN

DISPOSITION ACTION

19-02-69345 | Equipment Sterilization Retainfor 8 years after date| NONARCHIVAL
Rev.0 Records relating to the sterilization of equipment or materials for medical use. of sterilization NON(E)IS:E'ENT'AL
then
Destroy.
85-12-35763 | Fire Safety CPR Training Records Retainuntil supeseded NONARCHIVAL
Rev. 2 Verifies completion of required staff training. then NON(E)IS:;ENTIAL
Destroy.
82-09-30273 | Food Commodity Records Retainfor 6 yearsafter end | NONARCHIVAL
Rev.2 All documentation regarding food commodities as it relates to the Department of of calendar year NON%SPSRENT'AL
Agriculture (USDA) Child Nutrition Program. then
Includes, but is not limited to: Destroy.
w Reports;
w Reimbursements;
w Cuidelines.
92-09-51249 | Logbooks and Rosters Retainfor 2 years after end| NONARCHIVAL
Rev.3 Provides detailed documentation of daily activities of residents including visits and seq ©f calendar year ESSENTIAL
checks. then (for Disaster Recovery|
OFM
Destroy.



WASHINGTON
Secretary of State

Washington State Archives

Department of Social and Health ServicBecords Retention Schedu

Version 2.§December2022)

3.1 ALL INSTITUTIONS
This section covers records common acatld3SHS institutions
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DEE(T)ETITTSI\IJ\‘ :C'\'T'?ON DESIGNATION
NUMBER (DAN
85-12-35764 | Master Patient Index Retainfor 75 years after ARCHIVAL
Rev4 Providesconfidentialbasic informatiorand is the alpha index list to the Mental Héult transfer discharge of client (Apgg;al'ERN?I‘JI“XEd
Division patient case files. then .
(for Disaster Recovery
Includes, but is not limited to: Transferto Washington OPR
A Patient name, case number, drdates of admission/discharge; State Archives for appraisa
A Cases that have been transferred and selective retention.
A Names of patients buried on hospital grounds.
Note: Additionally used for gealdgy requests, research, etc.
Note: Series contains confidential information.
86-09-37550 | Medical Record Census Input Documents Retainfor 10 yearsafter NONARCHIVAL
Rev.2 Provides a record of census data which has been input into the Mental Health Instituti{ €nd of calendar year NONE)IS:fAENT'AL
Information SystenfMHIIS). then
Note: Series contains confidential information. Destroy.
93-06-52550 | Medicare and MedicaidCost Reports Retainfor 5 years after NONARCHIVAL
Rev. 3 Annual reports for state mental hospitals required by federal government (HCFA 2552 rec_elpt of Notice of Progran NONgIS:fAENTIAL
supporting documentation) as a condition for Medicare reimbursem8ommarizes Reimbursement (NPR)
hospital cost data needed to determine daily rate and fee schedule. then
Destroy.
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3.1  ALLINSTITUTIONS
This section covers records common acatld3SHS institutions
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DEE(T)ETITTSI\T :C'\'T'?ON DESIGNATION
NUMBER (DAN
97-10-58163 | Mental Health Patient Case Records Retainfor 75 years after NONARCHIVAL
Rev.l Patient case records documenting services provided while a patient. patient's last discharge o E;?Eig@;y
Note: Series contains confidential information. then OPR
Destroy.
84-11-34776 | Nursing Aide Certification Student Records Retainfor 35 years after NONARCHIVAL
Rev.2 Documents completion of certification requirements including examinations, attendand completion of training NON(E)IS:;ENT'AL
work experience, and checklisthe nursing aide certification program is approved by th then
State Board of Nursing per WAC B¥..510. Destroy.
Note: Series contains confidential information.
84-11-34720 | Prescription Files Retainfor 10 after end of NONARCHIVAL
Rev.2 Documents prescriptions filled by the pharmacy. calendar year NONE)IS:fAENT'AL
Note: Series contains confidential information. then
Note:Retention based oh0-year requirement for Part D plan sponset8 CFR423.505(d). Destroy.
92-08-51210 | Psychological Test Raw Data Retainfor 15 years after NONARCHIVAL
Rev.1 Consists of raw test data and notes by the psychologist. Used to prepare Psychologid discharge or transfer NONEIS:;ENT'AL
Reports for the patient record. then
Note:Series contains confidential information. Destroy.
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3.1 ALL INSTITUTIONS
This section covers records common acatld3SHS institutions
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DlZE(T)';'I\'TTIg\'l\' :C'\'T'?ON DESIGNATION
NUMBER (DAN
92-08-51203 | Psychology Intern Applicant Support Files Retainfor 10 yearsafter NONARCHIVAL
Rev.2 Supporting documentation from applicants for psychology internships. Includes end of calendar year NON(E)IS:E'ENT'AL
vitae/resumes, transcripts, letters of reconemdation, and applicant ratings then
Note: Series contains confidential information. Destroy.
92-08-51204 | Psychology Internship Training Ratirkile Retainfor 10 yearsafter NONARCHIVAL
Rev.1 Documents intern rating of training and supervision received during internship.fosed | €nd of calendar year NON(E)IS:;ENT'AL
program accreditation and evaluation purposes. then
Destroy.
85-12-35775 | Quality Assurance Pldistatus LogProblem Report Retainfor 5 yearsafter end NONARCHIVAL
Rev. 0 Provides documentation of quality assurance audits for Medical Sufgsovice. of calendar year NONgIS:fAENTIAL
then
Destroy.
83-03-31417 | Resident Abuse Investigatiofiles Retainfor 7 years after NONARCHIVAL
Rev.4 | Provides documentation of the investigation of suspected resident abuse. Includes phj Nb @ A RSy U Qa ESSENTIAL
findings, photographs, studies, and conclusions. death/discharge/transfer | (" D'Sacs)tgl\;ecovery
Note: Primarily used Hyivision of Development8alisabilitiesnstitutions. then
Note: Series contains confidential information. Destroy.



WASHINGTON
Secretary of State

Washington State Archives

Department of Social and Health ServicBecords Retention Schedu
Version 2.§December2022)

3.1  ALLINSTITUTIONS
This section covers records common acatld3SHS institutions
I,DAIS'TSS:R:ITOYN DESCRIPTION OF RECORDS DEE(T)E:ITTSI\IJ\] :C'\'T'?ON DESIGNATION
NUMBER (DAN
79-07-22788 | Resident Case Master Index Retainfor 50 years after NONARCHIVAL
Rev.3 | Provides basic information on a case and documents cases that have been transferre{l NS & A RSy G Q& ESSENTIAL
Note: Primarily used by Division of Developmental Disabilities institutions. death/discharge/transfer ter Dlsagtgh;{ecovery
Note: Series contains confidential information. then
Destroy.
75-05-10896 | Resident Case Record Retainfor 50 years after NONARCHIVAL
Rev.3 | Provides a record of all services provided the resident prior to and during NEaARSYyGQa Rj| ESSENTIAL
institutionalization in a stateperated facility for the developmentally disabled. then (for D'Saggsecovery
Note: Primarily used by Division of Developmental Disabilities institutions. Destroy.
Note: Series contains confidential information.
84-11-34718 | Resident Medication Profile Cards Retaindzy 0 A f NX & /] NONARCHIVAL
Rev.3 | Provides summary of prescription drugs and quantities dispensed by the pharmacy. | death/discharge/transfer ESSENTIAL
Resident's habilitative case file contains physician orders and medication administrati¢ then (for D'Sacs)t,e:r,\? seovey
(flow sheets) record. Prescriptions are retained separately. Destroy:.
Note: Primarily used by Division of Developmental Disabilities institutions.
Note: Series contains confidential information.
84-11-34713 | Resident Test Profiles Retainfor 2 years after end | NONARCHIVAL
Rev. 1 Actual test materials, raw data and results from which foreadluation or assessment is | Of calendar year NONEIS:;ENT'AL
formulated. Reports are filed in the resident rehabilitative case record. then
Note: Primarily used by Division of Developmental Disabilities institutions. Destroy.
Note: Series containsonfidential information.
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3.1 ALL INSTITUTIONS
This section covers records common acald3SHS institutions
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS NSUENIIO AAND) DESIGNATION

NUMBER (DAN

DISPOSITION ACTION

73

11-03252 | Statistical Report (Ward Census)

Rev. 2 Reports patients coming in and leaving the hospital egwksus of the wards.

Note: Series contains confidential information.

Retainfor 10 years after
end of calendar year

then

NONARCHIVAL
NONESSENTIAL
OFM

Destroy.
84-11-34753 | Work and Vacation Schedules Retainfor 6 years after end | NONARCHIVAL
Rev.1 | Documents employee work schedules, shifts, and days off. of calendar year NON(E)'S:E'ENT'AL
then
Destroy.
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3.2 WESTERN STATE HOSR{T}fice 763

This section covers records relatinge¢oords specific to Western State Hospital

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DEE(T)E:ITTSI\T AAC'\'T'?ON DESIGNATION
NUMBER (DAN]
10-12-62333 | Communications Center Response Reports Retainfor 7 yearsdate of NONARCHIVAL
Rev.2 Security log documentation of responses by Western State Hospital Communication | incident ESSENTIAL
. . . . . (for Disaster Recovery
Center regarding both routine and rapid response emergency. tditsmation contained | then OPR
includes date and time, information given to SeguGuards, type of emergency code, | pestroy,
and reports to police.
Includes, but is not limited to:
A Patients missing or exhibiting notable behavior
A Lakewood and Steilacoom police calls
A Medicalemergencies.
Note: Series contains confidential information.
10-12-62336 | Dietary Services Food Health and Safety Records Retainfor 2 years after date | NONARCHIVAL
Rev. 0 Safety and health documentation déod cooked and served, and stored in of document NONEIS:;ENHAL
refrigeratorgfreezers by Dietary Seods,ward kitchens, storage areas, dishwashing then
areas, and hot food cast Destroy.
Includes, but is not limited to:
A Inspections results and food temperature recordings;
A sanitation soluion log;
A Qeaning schedule



WASHINGTON
Secretary of State

Washington State Archives

Department of Social and Health ServicBecords Retention Schedu

Version 2.§December2022)

3.2 WESTERN STATE HOSR{TXfice 763
This section covers records relatinge¢oords specific to Western State Hospital
?S‘?SS:LITOYN DESCRIPTION OF RECORDS DIEIE(T)I;’I\IT-II—g\II\I AAC'\'T'?ON DESIGNATION
NUMBER (DAN]
22-12-69667 | Medical Staff Credentialing / Privileging / Enrollment Retainfor 8 years after NONARCHIVAL
Rev.0 | Records relating 5 @A S6a 2F LN} OGAGA2YSNRQ | dz f terminationof employment | ~=SSERTIAL
determinations and restrictions of privileges, certification and licensing, peer certificai then OPR
of confidence and evaluations, and payer enrollment applications, determination, and Destroy:
contracts.
Excludes records covered Bgrsonnet Employment History Files (DA&03042)
Note:RCW 70.41.220 requires the retention of records relating to dectsioestrict or
terminate privileges of practitioners.
10-05-62198 | Medication Area Inspection Record Retainfor 6 years after end NONARCHIVAL
Rev.0 | Medication Area Inspect Records, WSH)#4forms are completed monthly by a of calendaryear NON%SPSRENT'AL
Pharmacy Technician after completing an inventory mxedlication distribution area then
inspection of the cottage medication rooms Destroy.
Note: Information is verified by a nurse and kept in a binder located in the medication roo
10-12-62337 | Patient Work Records Retainfor 6 years after NONARCHIVAL
Rev.1 | Documentation used to track patients and patient work schedules employed by Dietal termination of employment ESSENTIAL
Services, including accounting informationptay patient workers. then (for D'sagi,rsecovery
Note: Series contains confidential information. Destroy.
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3.2 WESTERN STATE HOSR{TXfice 763
This section covers records relatinge¢oords specific to Western State Hospital
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DEE(T)';'I\'TTIL?,\'I\' :C'\'T'?ON DESIGNATION
NUMBER (DAN]
22-02-69648 | Radiologyc Digital Imaging Retainfor 10 years after datge NONARCHIVAL
Rev. 0 Images produced by diagnostic equipment as part of a medical or dental examinatior| Of test or assessment NONEIS:;ENT'AL
determinecondition, disease, or injury. then
Excludes Destroy.
1 Diagnostic reports based on images covered/leyntal Health Patient Case
Records (DAN 9110-58163)
10-12-62334 | Security Shift Activities and Incident Reports Retainfor 7 years after date | NONARCHIVAL
Rev. 1 Narrative reports about incidents involving staff, patients, andfisitors which may of incident ESSENTIAL
. . . (for Disaster Recovery
include photographs, evidence, contraband, and Health Insurance Portability and then OPR
Accountability Act (HIPAA) information. This series also includes traffic citations and | pestroy,
documents daily security shift activities.
Note:Series contains confidential information.
10-04-62153 | Single Bed Certifications (SBC) Retainfor 6 years after date | NONARCHIVAL
Rev. 1 Single Bed Certification forms are used for patients who have been detained and are| of document NON%SPSRENHAL
community hospitalvaiting either for placement at Western State Hospital (WSH) or then
discharge from the community hospital. These forms authorize patients to stay in the Destroy.
community hospital although they are psychiatric patients. WSH receives the reques
SBC authorizatioas the designee for the Mental Health Division per WAGS&80526.
Note:Series contains confidential information.
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3.2 WESTERN STATE HOSR{T}fice 763

This section covers records relatinge¢oords specific to Western State Hospital

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIZIE(T)I;’I\IT-II—g\II\] :C'\'T'?ON DESIGNATION
NUMBER (DAN]
85-12-35766 | Staff Orientation Checklist Retainfor 3 years afterend | NONARCHIVAL
Rev.0 | Used to familiarize new employees with work environment. of calendar year NONEFS:;ENT'AL
then
Destroy.
3. DSHENSTITUTIONS Page53of 83
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3.3 CHILD STUDY AND TREATMENT CENDftte 76
This section covers records relatingeoords specific to the Child Study and Treatment Center.
?AIS'?SS:;ITOYN DESCRIPTION OF RECORDS DIZIE(T)I;’I\IT-II—g\II\I AAC'\'T'?ON DESIGNATION
NUMBER (DAN
86-09-37557 | Cottage Journals Retainfor 3 years after end NONARCHIVAL
Rev.l Provides a record of administrative activities within residential units and documents | Of calendaryear ESSENTIAL
events worthy of note. then (for D'saStE;\ARecovery
Note: Series containsonfidential information. Destroy.
86-09-37551 | DiseaséDiagnosis Index Retainfor 20 years after end| NONARCHIVAL
Rev.3 Provides an index of Child Study and Treatment Center patients' final diagnoses. Us ©f calendar year NONEﬁfAENTIAL
research and hospital statistics. then
Note: Series containsonfidential information. Destroy.
86-09-37548 | Forensic Evaluation Record Retainfor 10 years after NONARCHIVAL
Rev.2 Provides a record of forertsevaluations owhildren refared to the Child Study and child is 18 NON%SPSRENHAL
Treatment Center. then
Note: Series contains confidential information. Destroy.
10-03-62121 | Free or Reduced Meal Documents Retainfor 6 years after end NONARCHIVAL
Rev.2 Office of Superintendent of Public Instruction (OSP!) records documentation for free { Of fiscal year NON%SPSRENT'AL
reduced meals, includes, but not limited to: then
w National School Lunch Aapplications and verification; Destroy.
w <hool breakfast program plans and documentation;
w Records of food prepared and served;
w Meal ticketgcredits and prepaid meal tickets issued,
w Monthly meal counts.
Note:Series contains confidential information.
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3.3 CHILD STUDY AND TREATMENT CENDitte 76

This section covers records relatingeoords specific to the Child Study and Treatment Center.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DEE(T)';'I\'TTSI\'I\' AAC'\'T'?ON DESIGNATION
NUMBER (DAN
10-03-62122 | Hazard Analysis and Critical Control Points (HACCP) Dociati@m Retainfor 6 years after end NONARCHIVAL
Rev. 0 Food production plans and reports of standard operating procedures in key actaites) | Of fiscal year NON%?DiENT'AL
Critical Control Points, whicddress physical, chemical, and biological safety then
preventiongprecautions required by HACCP (a federal program). Destroy.
86-09-37545 | Patient Case Records (Child Study and Treatment Center) Retainfor 75 years after NONARCHIVAL
Rev.3 Documents services provided patients in the residential and pradolescent day child is 18 E_SSENTIAL
(for Disaster Recovery
treatment programs. then OFEM
Note: Series contains confidential information. Destroy.
10-04-62138 | Patient ObservatiorChecklist Forms Retainfor 6 yearsafter end NONARCHIVAL
Rev.2 Documentation of patient status checks performed evigtyour for safety and security of ©f calendar year for EiftIeErNRl—cloAvlgr
the patients hospitalized at the Child Study and Treatment Center. then OPR Y
Includesbutisnot limited to: Destroy.
A Bed checKogs;
A Nurse or counselor notes.
Note:Series contains confidential information.
10-04-62139 | Shift Report Retainfor 6 years afterend | NONARCHIVAL
Rev.2 Documentation of patient and shift information presented at shift change meetings to| ©f calendar year ESSENAL
. . . . . (for Disaster Recovery
inform oncoming shift of prior shift occurrences. then OPR
Note:Series contains confidential information. Destroy.
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3.4 SPECIAL COMMITMENT CENT®&HRce 769
This section covers records relating to 8pecial Commitment Center
?S‘?SS:LITOYN DESCRIPTION OF RECORDS DISE(T)';'?'TT&?NN :é\'T?ON DESIGNATION
NUMBER (DAN]
10-04-62195 | Advocate Investigation and Debriefing Files Retainfor 6 years afterclose ARCHIVAL
Rev.2 Advocate investigation and debriefing files pertain to external review of programs wil Of investigation (A,\‘l’ggg gé&“}ﬁ_
the treatment, care, and control of residents within tBpecial Commitment Center (SC then OFM
and SCC transitional units. Transferto Washington State
Includes, but not limited to: Archives folappraisal and
A Personal notes, notes from the courts; selective retention.
A Supporting documents for SCC investigations and debriefatgted to
complaints about practice/policy and statutes, and care and control of reside
Excludes criminal investigation, legal investigationsnvestigations related to their sex
offender status.
Note: May include infamous/notorious residents.
Note: Includes confidential information.
93-08-52668 | Daily Count Slips Retainfor 6 months after NONARCHIVAL
Rev. 0 Records resident counts taken several time each day. end of month for Eiif’tErNRl—JoAv:y)
then OFEM
Destroy.
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3.4 SPECIAL COMMITMENT CENTE&fRce 769
This section covers records relating to 8pecial Commitment Center
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE(T)';'?'TT&?NN :é\'T?ON DESIGNATION
NUMBER (DAN]
93-08-52664 | Psychometric Testing Records Retainfor 6 years after NONARCHIVAL
Rev.1l Includes testesults and raw data, video interviews, audio recordings, plethysmograp| €valuation is completed NONE;\SAENT'AL
and polygraph tapes (on theral paper), and consent form€opies of results and then
evaluations are filed in thepgcial Committee Center (&} Resident Case Record and | pestroy;
sent to the proscuting attorney.
Note:Series contains confidential information.
93-08-52659 | Resident Work Records and Reports Retainfor 6 years afteend NONARCHIVAL
Rev. 0 Provides documentation of resident employment and monieslited to their trust of fiscal year ESSENTIAL
. (for Disaster Recovery)
account.Includes time sheets. then OPR
Destroy.
93-08-52669 | Security Inspection Sigdff Sheets Retainfor 2 years afterend NONARCHIVAL
Rev.0 | Form SCO7,documents completion of regular security inspections. of calendar year NONgﬁfAENTIAL
then
Destroy.
93-08-52663 | Sharp Instrument.og Retainfor 2 years afterend NONARCHIVAL
Rev. 0 Documents resident check out and return of razors or other sharp instruments. of calendar year ESSENT|AL
then (for Disaster Recovery)
OFM
Destroy.
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3.4 SPECIAL COMMITMENT CENT®&HRce 769
This section covers records relating to 8pecial Commitment Center
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIZE(T)';T'TH?NN :é\'T'?ON DESIGNATION
NUMBER (DAN]
94-01-53477 | Special Commitment Cent&esident Case Files Retainfor 75years after NONARCHIVAL
Rev.2 Documents the evaluation, treatment, and progress of committed residentdudes release of custody ESSENTIAL
. . (for Disaster Recovery)
progress notes and other documentation. Includes: Intensive Watch Sheets; Progrel then OPR
Notes; copies of legal documents relating to commitment; copies of selected docum¢ pestroy,
from the Dept. of Corrections inmate case file (Infraction Reports, ClassifiCrogress
Reports); correspondence; Evaluation Reports; Treatment Plans; copies of documer
from local law enforcement agencies (Police Investigations, Evidence Reports, Victir
Statements, Confessions, Psentence Investigations, and Local Comrhug@iorrections
Reports); Medication Charts; and Lab Reports.
Note:Series contains confidential information.
07-09-61629 | Special Commitment Center (SCC) Investigative Files Retainfor 6 years afterclose NONARCHIVAL
Rev.l All investigative materials collected by the Investigations Office, including but not lim| of investigation ESSENTIAL
. . . . . (for Disaster Recovery)
to Incident Reports, witness statements, images whether photographic, video or then OPR
pthervyise_, shall be matained by the investigator's office until conclusion of the Destroy.
investigation.
Note: The final report is kept in the Spe€@ammitment Center Resident Case File, DANL94
53477.
Note: Series contains confidential information.
07-09-61630 | Special Commitment Center (SCC) Investigative Unfounded Video Tapes Retainfor 3 months after NONARCHIVAL
Rev.1 Video tapes made of room searches where contraband waoooid. close of investigation NONEZ\SAENT'AL
Note:Series contains confidential information. then
Destroy.
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3.4  SPECIAL COMMITMENT CEN]®&fRce 769

This section covers records relating to 8pecial Commitment Center

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DISE(T)';T'TTSNN :Q'T?ON DESIGNATION
NUMBER (DAN]
93-08-52661 | Unit Control Logs Retainfor 2 years afterend NONARCHIVAL
Rev.1 | Recordslocumentingactivity in the treatment units during a shift including visitors, | of calendar year ESSENTIAL
. . : . . (for Disaster Recovery)
staffing, equipment infout, and food services provided then OEM
Destroy.
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3.5 RAINIER SCHOQODffice 814
This section covers records relatspecifically to Rainier School.
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DEE(T)E'I\'TTIL?,\'I\' :C'\'T'?ON DESIGNATION
NUMBER (DAN]
83-03-31416 | Death Register Retainfor 50years afterend NONARCHIVAL
Rev.2 Maintainsa chronologic list of resident deaths. of calendar year NONEIS:;ENT'AL
Note:Series contains confidential information. then
Destroy.
83-03-31430 | Hall Daily Books Retainfor 2 years afterend NONARCHIVAL
Rev. 0 Records activities on resident halls. Used for isieift communication. Includes Census | Of calendar year NONEIS;:’AENT'AL
Book, Visitor Log, Maintenance Log, IrBift Communication Book, Living Unit Staff then
Book, Program Cancellation L&tye Drill Log, and Initial Roster. Destroy.
83-03-31435 | Population Change Record Retainfor 1 year afterend of | NONARCHIVAL
Rev.l A weeklyrecord documenting population changes. calendar year NONEIS:fAENT'AL
Note: Series contains confidential information. then
Destroy.
83-03-31420 | Surname Reference Card Retainfor 50 years after NONARCHIVAL
Rev. 1 Provides a cross reference between residents and relatives or correspondents. death/discharge/transfer of NONESSENTIAL
resident OFM
then
Destroy:.
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3.5 RAINIER SCHOQOffice 814

This section covers records relatspecifically to Rainier School.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DEE(T)I;\ITTSI\T :C'\'T'?ON DESIGNATION
NUMBER (DAN]
83-03-31431 | Twice Daily Count Record Retain for 6 months after NONARCHIVAL
Rev. 0 Documents resident counts. end ofmonth ESSENTIAL
then (for DisasterRecovery)
OFM
Destroy.
84-11-34781 | X-Ray Filmg; Developmentally Disabled (D) Institution Employees Retainfor 5years after NONARCHIVAL
Rev 2 Records physical condition of employees/stfain institution for the developmentally | termination of employment for ElifteErNRzo'A\‘/;
disabled. Reports are filed in the employee's personnel file. then OFM Y
Note: Series contains confidential information. Destroy.
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3.6 STATE OPERATED LIVING ALTERNATIVE;(S@iLaB19
This section covers records relatspecifically tdState Operated Living Alternative (SOLA) facilities.
I,DAIS'TSS:;ITOYN DESCRIPTION OF RECORDS DEE(T)';'I\'TTIL?,\'I\' :C'\'T'?ON DESIGNATION
NUMBER (DAN]
06-01-61100 | Medical Management Files Retainfor 6 years after end NONARCHIVAL
Rev 1 Provides a record of medical management ofigon of Developmentally Disabledp) | of calendar year ESSENTIAL
clients living independently in State Operated Living Alternative (SOLA) hbhess then (o Drae e oo
records are used for communication among the staff ahidts of a SOLA home to insure pestroy,
coverage and consistency.
Includes, but is not limited to:
A Medication Administration Records (MAR)
A Tracking flow sheet (e.g., behavior, sleep, eating)
A 90-day reviews, andurse delegation notes
Note: Series contains confidential information.
06-01-61099 | State Operated Living Alternative (SOLA) Client Personal Files Retainfor 6 years afterend NONARCHIVAL
Rev 2 Contains copies of award letters, employment reports and files, individual client servi{ Of calendar year NONEIS:;ENT'AL
plans, and Plan of Care agreements. Kept for home aulitginal documents are kept then
under07-08-61584,Developmental Disabilities Client Case Files (Dischargeatin)Dier | pestroy,
50 years after cliendischargeor death
Note:Series contains confidential information.
06-01-61097 | State Operated Living Alternative (SOLA) Client Personal Financial Records Retainfor 7 years afterend NONARCHIVAL
Rev 1l Contains financial records of SOLA program clients to include individual client financi Of calendar year NON%SPSRENT'AL
plans, banlstatements, check registers, cash fund ledgers, lease agreements, housel then
ledgers, pay stubs, tax returns, medical payments, audit forms, inventory records, uti Destroy.
bills, etc
Note: Series contains confidential information.
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3.6

STATE OPERATED LIVING ALTERNATIVE;(ShtAa)B19

This section covers records relatspecifically tdState Operated Living Alternative (SOLA) facilities.

DISPOSITION

AUTHORITY

NUMBER (DAN]

DESCRIPTION OF RECORDS

RETENTION AND
DISPOSITION ACTION

DESIGNATION

06-01-61098 | State Operated Living Alternative (SOLAYyentory of Pharmaceuticals Retainfor 6 years afterend NONARCHIVAL
Rev 1 Daily inventories of pharmaceuticals located at SOLA homes. of calendar year ESSENTIAL
Note: Series contains confidential information. then (for Dlsaggsecovery
Destroy.
80-08-25415 | Supported Living Files Retainfor 7 years afterend NONARCHIVAL
Rev 2 Provides a record of training and supervision of Division of Developmentally Disabled Of fiscalyear NON%SPSE{ENT'AL
(DDD) clients living independently in State @ped Living Alternative (SOLAlmMes to then
include detailed docurntation of daily activities of SOLA residents such as daily log | pestroy,
sheets and staffing pager log sheets. These records are used for communication am
the staff and shifts of a SOLA home to insure coverage and consistency.
Note:Series contains confidential information.
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4. ECONOMIC SERVIGEBANINISTRATION

This section covers records relatitagoffices within the Economic Services Administration. This includes all Community Services@ffiee600 Community

Services Division, and Office 781 ESA Operations Support Division.

4.1 GENERAL
This section covers reconmaddating to Economic Services Administration
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DlzggiT'TrgA'éﬁ%?\l DESIGNATION
NUMBER (DAN]
86-02-36057 | Case Record Financial, Extra Volume Retainfor 3 years after NONARCHIVAL
Rev 4 Documentation of eligibility and payments to recipients for financiaddinal, or food creation of new volume (or EISSaiErNRIJOAV;y
stamp benefits then OPR
Note:Source documents will be destroyed only after the imaged information is verified for Destroy.
accuracy.
Note:Series contains confidential information.
74-05-05110 | Case Record Financial, Final Volume Retainfor 3 years after NONARCHIVAL
Rev 6 Documentation of eligibility and payments to recipients for financial, medical, or food | financial servicesaseclosed for Elif’tErNchloAV:
stamp benefits. Also covers cases transferred to OFR for estate recovery action. then OPR Y
Note:Source documents will bestroyed only after the imaged information is verified for | Destroy.
accuracy.
Note: Series contains confidential information.
86-02-36058 | Case Record Social Services, Extra Volume Retainfor 3 years after NONARCHIVAL
Rev 4 Documentation of eligibility and authorization for social services provided as outlined | creation of new volume (or EliftE'NRIcloAvlgr
the Social Services Manual. then OPR Y
Note: Source documents will be destroyed only after the imaged informatieerified for Destroy:.
accuracy.
Note: Series contains confidential information.
4. ECONOMIC SERVIC|
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4.1 GENERAL
This section covers recomddating to Economic Services Administration
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DIEEE’:‘J&;’E?&% DESIGNATION
NUMBER (DAN]
74-05-05111 | Case Record Social Services, Final Volume Retainfor 3 years aftesocial| NONARCHIVAL
Rev 8 Documentation of eligibility and authorization for social services provided as outlined | S€rvices ase tosed ESSENTIAL
. . (for Disaster Recovery
the social services manu@lso covers cases transferred to OFR for estate recovery a¢ then OPR
Note:Source documents will be destroyed only after the imaged information is verified for Destroy.
accuracy.
Note:Series contains cadential information.
10-09-62312 | Electronic Benefit Transfer (EBT) Records Retainfor 6 years after end NONARCHIVAL
Rev 1 All records about the EBT card program of month ESSENTIAL
. L (for Disaster Recovery
Includes, but is not limited to: then OPR
w Supplemental Nutrition Assistance Progré®&NAP) benefits transferred/foom Destroy.
GKS FFrOAfAGASEQ YR OftASyld I 002dzyi
w Annual audit report&nformation related to the functions of each facility to ensu
guideline and federal rules and regulations compliance
w Missing, replaced or recovered EBT cards
w Signed reconciliations for EBT card inverntory
w Any other carerelated paper documents (shipping manifests, etc.).
74-06-05292 | Exception to Policy Records (State and Local Office Files) Retainfor 6 years after end NONARCHIVAL
Rev5 Documents equests for exception rulingcludes DSHS @0, PolicjException of calendar year NONEIS:fAENT'AL
Request, and DSHS-0%7, Notice of Policy Exception Action. then
Note: Series contains confidential information. Destroy.
4. ECONOMIC SERVIC|
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4.1 GENERAL
This section covers recomddating to Economic Services Administration
DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DEE(T)E'I\'TTSA'\Icﬁ%?\I DESIGNATION
NUMBER (DAN]
75-10-15969 | Negotiable Control Records and Reports Retainfor 3 yearsafter end NONARCHIVAL
Rev 3 Documents receipt and disposition of negotiable items and affidavits processed throy Of fiscal year NONEIS:;ENT'AL
the automated Registration and Control of Neigbles (RCN) system. then
Includes, but is not limited to: Destroy.
A dgned Negotiable Release Forms
A Reconciled montly reports;
A Sreenprints of deletedRCNS;
A Warrantaffidavit transmittal copies;
A FCA destruction report;
A Al other related forms and correspondence.
Note:Reference the RCN Handbook
75-08-13170 | Public Assistance Programs Correspondence Retainfor 7 yearsafter end NONARCHIVAL
Rev 2 Public Assistance Programs correspondence from key stakeholders and customers | Of calendar year ESSENTIAL
. . . . . . .. . (for Disaster Recovery
regarding the implementation, maintenance, staffing, budgeting, training, and monitol then OFM
used to maintain a records for potential litigation, complaints, comtagor legal Destroy:.
interpretations.May address legal issues.
Note: Series contains confidential information.
84-01-33323 | Supplemental Nutrition Assistance Program (SNAP) Quality Control and Managemer| Retainfor 6 years after end NONARCHIVAL
Rev 3 Evaluation Case Reviews of calendar year NONESSENTIAL
Provides a sample of case records to be reviewed for compliance with Food Stamp r{  then OFM
and regulations relating to quality control. Destroy.
Note: Office930ESADivision of Program Integrifg the primay user of this series.
4. ECONOMIC SERVIC|



WASHINGTON
Secretary of State

Washington State Archives

Department of Social and Health ServicBecords Retention Schedu

Version 2.§December2022)

4.2 DIVISION OF CHILD SUPPQ@Tfice 260
This section covers records relatinghe Division oChild Support
I,DAIS'TSS:;ITOYN DESCRIPTION OF RECORDS DEE(T)';'I\'TTIL?,\'I\‘ :C'\'T'?ON DESIGNATION
NUMBER (DAN]
93-09-53098 | Child Support Program Administratn Retainfor 28 years after ARCHIVAL
Rev 1 Operational policies and procedures of the Division of Child Support, including super{ Policy/procedure (Appraisal Required)
pagesand revision control noticesncludes the State Child Support Plan and support | discontinued (for gifteErNRIcIoA\\/le_ry
schedules. This falls under RCW 6.17.020(2). then OFM
Note:Aligns with the case file retention so that any disputed wask can reference the Transferto Washington Statg
procedure in place at the time the case was worked. Archives for appraisal and
selective retention
90-03-45928 | Child Support Program Case Information Retainfor 28 years after cas¢ NONARCHIVAL
Rev 5 Support Enforcement Management System data which falls under RCW 6.17.020(2), closed ESSENTIAL
Information used to establish, enforce, collect and disburse child support obligations.| then (for D'saétg,\?ecovery
Note: Series contains confidential information. Destroy.
80-06-25027 | Child SupporProgram Reports Retainfor 6 years after end ARCHIVAL
Rev 2 Collection and statistical information needed for the operation of the Titi® Bhild of calendaryear (Apégéaéﬁﬁ"/fﬁ)
supportprogram as desdsed in the Social Security Act. then (for Disaster Recovery
Includes but is not limited to: Transferto Washington Statg OFM
A Reports for covering program effectiveneasd statistical trending Archives for appraisal and
A Reports generated for legislative review selective retention
A Information usedo determine propriety of expenditures favhich participation is
claimed.
Note: Includes reports listed in SEMS Reports Index.
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4.3 DIVISION OF DISABILITY DETERMINATION SERMCES D
This section covers records relatinghe Division oDisability Determination Services (DDDS).
DISPOSITION
AUTHORITY DESCRIPTION RECORDS DEE(T)ETITTSI\IJ\] AAC'\'T'?ON DESIGNATION
NUMBER (DAN)
80-10-26096 | Disability Insurance Case Files (Partial) Retainfor 6 years after end NONARCHIVAL
Rev 2 Maintains a record of identifying information (name, Social Security Number, allowe( of month ESSENTIAL
. .. L2 . . . (for Disaster Recovery
disallowed decision, andecision date) on case files sent to the federal Social Securit] then OPR
Administration (SSA). Destroy.
Note:Series contains confidential information.
12-06-68253 | DisabilityInsurance Master File Retainfor 2 years after end NONARCHIVAL
Rev?2 Maintains an electronic record of case decisions and file location. of calendar year ESSENTIAL
(for Disaster Recovery.
Note: Replaces DAN-80M-26097. then OEM
Note: Series contains confidential information. Destroy.
84-07-34185 | Fee Schedules and Billing Instructions Retainfor 6 years after NONARCHIVAL
Rev 1 Documents reimbursement rates and policies for medical assistance providers. Incl| superseded NON%SPSRENT'AL
rate sheets; copy of published fee schedules and billing instructions; reviews and then
comments on billing instructions prior to publication; and related bapk Destroy.
84-03-33496 | Hearing Appeal Files (Social Security Administration) Retainfor 2 years after NONARCHIVAL
Rev 1 Provides informational copies of documentation of decisions made by Social Securif "esolution of findings NONEIS:;ENT'AL
Administration on appeal cases for the Division of Disability Determination Services| then
Note: Series contains confidential information. Destroy.
4. ECONOMIC SERVIC
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4.3

DIVISION OF DISABILITY DETERMINATION SERMifiCES D

This section covers records relatinghe Division oDisability Determination Services (DDDS).

DISPOSITION
AUTHORITY DESCRIPTION RECORDS

NUMBER (DAN)

RETENTION AND
DISPOSITION ACTION

DESIGNATION

80-12-26570 | Medical Evidence of Record (MER) Payments

Rev 7 Provides documentation of payment for medical reports from physicians. Maintaineq
federal audit purposes.

Note: Series contains confidential information.

Retainfor 7 years after end
of calendar year

then
Destroy.

NONARCHIVAL
NONESSENTIAL
OPR

80-12-26569 | Medical Exam VouchersConsultative Examinations (CE)

Retainfor 7 yearsafter end

NONARCHIVAL
NONESSENTIAL

Rev 6 Provides documentation of payment feervices performed by medical vendors. of calendar year OPR
Maintained for federal audit purposes. Includes travel, lab, and remittance advice. then
Note: Series contains confidential information. Destroy.
4. ECONOMIC SERVIC
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5. REHABILITATIGBERVICES

This section covers records relating to rehasiion servicesvhich are not covered by th&tate Government General Records Retention Schedule

5.1 DIVISION OF VOCATIONAL REHABILITAT®iNe 950

This section covers records relatinghe Division of Vocational Rehabilitation.

DISPOSITION
AUTHORITY DESCRIPTION OF RECORDS DEE(T)';'I\'TTIg\'I\' :C'\'T'?ON DESIGNATION
NUMBER (DAN)
74-10-07016 | Service and Complaint Files Retainfor 7 yearsafter end NONARCHIVAL
Rev.l Communications covering inquiries regarding Division of Vocational Rehabilitation | Of calendar year NONEZ\SAENT'AL
servicesgcomplaints, etc. then
Note: Series contains confidential information. Destroy.
74-07-05549 | Vocational Rehabilitation Client Case Files Retainfor 6 years aftecase NONARCHIVAL
Rev.6 Documents services provided to clients. Includes client applicationauathdrizations for | closed ESSENTIAL
X (for Disaster Recovery.
purchased services. then OPR
Note: Series contains confidential information. Destroy.
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6. LEGACRECORDS

This section covers records longer being created or received by tBepartment of Social and Health Services (or any predecessor agemtiglshave yet to

reach their minimum retention period.

DISPOSITION
AUTHORITY DESCRIPTION RECORDS DEE(T)ETITTSI\T :é\'T?ON DESIGNATION
NUMBER (DAN]
06-09-61276 | Lakeland Village Swimming Pool UgdNonscheduled Hours Retainfor 6 years after end NONARCHIVAL
Rev.0 | Records used to document Lakeland Village pool use to include (ogme, date and of calendar year NONESSENTIAL
. . . L OPR
time of pooluse), checklists for safety and pool rules, and signed authorizations then
acknowledging pool orientation, permission to use pool, and receipt of pool rules. Destroy.
92-06-50769 | Office of Refugee and Immigrant Assistance (ORIA) Social Services Case Files Retainfor 9 years aftercase NONARCHIVAL
Rev.2 Documents ORIA provided foster care services for unaccompanied minors. closed for gifteErNRIcIoA\\/le_ry
Note: Office 925 Office of Refugee and Immigrant Assistance (ORIA) is the primary user then OPR
series. Destroy.
Note: Series contains confidential information.
04-05-60681 | Resident and Client Protection Program Closed/Mnoding/Overturned Finding Case Fil¢ Retainfor 6 years after end | NONARCHIVAL
Rev. 3 Records documenting resident and client protection closed, no finding or overturned { Of calendar year ESSENTIAL
files then (for Disaster Recovery
: OPR
Includes, but is not limited to: Destroy.
w Complaint intake and routing form;
w Ly@SadAaaridiz2Nna ¢2NJAy3a LI LISNBE | yR
w Facility investigation documents;
w Financial and resident records;
w Police and investigator reports.
Note: Series contains confidential information.
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DISPOSITION
AUTHORITY DESCRIPTION RECORDS DlZE(T)';'I\'TTlg\'I\' AACI\IT?ON DESIGNATION
NUMBER (DAN]
94-02-53578 | Washington Telephone Assistance Program (WATAP) Fair Hearing and Appeal Recq Retainfor 6 years after final | NONARCHIVAL
Rev.2 Washington Telephone Assistance Program (WATAP) requests for appeal of eligibilif action on case NON%SPSRENHAL
program payments and documentation of decisions. then
Note: Series contains confidential information. Destroy.
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GLOSSARY

Appraisal

The process of determining the value and disposition of records based on their administrative, legal, and fiscal uséjehgal end informational or
research valueand their relationship to other records.

Archival (Appraisal Required)

Designation for public records that may possess enduring legal and/or historical value and must be appraised by the Suchivesords are to be

evaluated, sampled, and weededcacding to archival principles by Archives staff. Records appraised aarctimal may be destroyed after thei
retention has been met.

Archival (Permanent Retention)
Designation for public records that possess enduring legal and/or historical aadumust not be destroyed. State government agencies must tran:
these records to the Archives at the end of their minimum retention period. Local government agencies must either trassfezd¢brds to the Archives
or retain and preserve them accordgjrio archival best practice until transferred to the Archives. Other than removing and disposing of duplicate
Archives will not sample, weed, or otherwise dispose of records with this designation.

Disposition
Actions taken with records when thaye no longer required to be retained by an agency. Possible disposition actions include transfer to the Archir
destruction.

Disposition Authority Number (DAN)

Control number for a specific records series in a retention schedule that authonietmnéion period and disposition action for records belonging to th
series.

Essential Records
Public records that agencies must have in order to maintain or resume business continuity or to document the legal stdneih¢saof individuals and
organizations. While the retention requirements for essential records may range from verytshuorto archival, these records are necessary for .
agency to resume its core functions following a disaster. Security backups of these public records shwakltdd and may be deposited with th

Archives in accordance with chapter 40.10 RCW. Copies of master indexes, lists, registers, tracking systems, datalbbsefindimdy@ids should alsc
be transferred with the records.
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LocalRecords Committee

Committee established by RCW 40.14.070 to review and approve disposition of local government records through records setesttides. The
I 2YYAG(GSSQa GKNBS YSYOSNBE AyOfdzRS GKS {d1dS | NDKFe@rlidaid the giike AadiRE. N.

Non-Archival
5SaAdyldiAzy IAGBSYy (2 LWzotAO NBO2NRa (KFd R2 y2i L}austSian thésdz€cbriisdok
the minimum retention period specified by the appropdaurrent records retention schedule. Agencies should destroy these records after their mini
retention period expires, provided the records are not required for litigation, public records requests, or other purppsescréy law.

Non-Essential Reads
Public records which are not required in order for an agency to resume its core functions following a disaster, as destriptdr 40.10 RCW.

OFM (Office Files and Memoranda)
Public records not defined and classified as official public redaré®CW 40.14.010 and other documents or records as determined by the rec
committee to be office files and memoranda.

OPR (Official Public Recojds
Public records necessary to document transactions relating to public property, public financeshendgency business, or records determined by ti
records committee to be official public records.

Public Records

Records that have been created or received by any government agency in Washington State in connection with the trangadiicmbokiness
regardless of physical form or characteristics.

Records Series
A group of records performing a specific function, which is used as a unit, filed as a unit, and may be transferredy@ddgsimounit. A records serie
may consist of a singtgpe or a number of different types of documents that are filed together to document a specific function.

StateRecords Committee
Committee established by RCW 40.14.050 to review and approve disposition of state government records. Its four menmietaenShate Archivist
and one representative each from the Office of the Attorney General, Office of the State Auditor, and the Office of Nizeragament.
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INDEXES

ARCHIVARECORDSIDEX
See the State Government General Records Retention Schedule for adlitioND KA J f ¢ NB O2 NR& @
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ESSENTIAL RECORIHE=X

See the State @&emmentGeneral Records Retention Scheduladifitionald 9 8 a Sy G A | £ £

AGENGWIDE
All Offices
e TSI U o = 1 6
HIPAA Privacy DOCUMENtation..............oovvviiiiiiiiiiiiieis i e e e e eeeeeeeaan 8
Victim/Witness Notification Files...........oooiiiiiieee 9
VOter REGISIIALION. .....ceiiiiiiiiie et 9

Background Check Central Unit

Background Check Authorization Forms and Results for Employed Individuals

........................................................................................................... 10
Background Check Authorization Forms and Results for Initial and Renewal of
LICBINS . . e 12
Background Check Person of Interest (FFdé&sc No Records of Negative
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